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PREFACE 


The Power Of: AppleWorks is a book designed for users of the AppleWorks program who have lit- 
tle or no experience using a computer. The instructions take the user through chapters and exercises 
one keystroke at a time, using specific application samples. 


The Power Of: AppleWorks allows you to learn the broad range of AppleWorks capabilities: Word 
Processing, Spread Sheet and Data Base. 


The Word Processing section enables you to create documents and print them out in any style you 
desire; the Spread Sheet section enables you to enter formulas and perform calculations; and the 
Data Base section enables you to organize a file and then print out information yeu would usually 
keep on lists. | 


Business owners, secretaries, journalists, accountants, attorneys, manufacturers, engineers, scien- 
tists, architects, educators, students, or anyone using a personal computer, will find The Power Of: 
AppleWorks an invaluable companion to their ADDIE FEDERE program 


By performing these simple step- "— exercises, the user will rapidly gain an ability to use this 
most powerful program available for personal size computers and to apply this mormencr to meet 
his own personal needs. ( 


IF YOU OWN OR ARE THINKING OF OWNING APPLEWORKS, 
YOU SHOULD OWN THIS BOOK! 
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-Desktop is the area of the Apple Computer's memory where files which you have loaded into the 
computer, or which you have created, are stored. | 


CAUTION: 


Remember that the files on the Desktop have been stored ONLY 
in the computer's memory. They WILL NOT BE SAVED onto your 
diskette until you perform the saving procedure. 


As you proceed through this book, there will be times when you will receive a warning message 
about your Desktop capacity. The following information explains the meaning of the message. 


WHAT TO DO WHEN YOU SEE: 
You are limited to 12 files on the Desktop. 


This message means that you may not put any more files on your Desktop until you remove some or 
all of them. 


To delete all the files from the Desktop, press: 


[ESC] places you in the Main Menu 


Place your cursor on the fourth option, Remove files from the Desktop. 


[RETURN] displays all the files on the Desktop | 
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\ 
Introducing Desktop 


Leave your cursor on the first file in the list, and press: 


Eee] | right cursor key, inserts an arrow in front of the first file name 
n | down cursor key, moves the cursor to the second file name 
[ew] | | right cursor key, inserts an arrow in front of the second file name - 


Continue to insert arrows in front of the file names, until you have inserted an arrow in front of 
each file name. Then press: 


displays the first file name 
Place your cursor on the last option, Throw out the changes to the file, and press: 


| displays: 
Do you really want to do this? 


Yes, deletes the file from the Desktop and displays the next file name 
Continue "throwing out the changes to the file.” 

When you press Y to delete the last file, you will be returned to the Main Menu. 

NOTE 


This process DOES NOT delete the files which you saved on your 
diskette. It merely removes them from AppleWorks Desktop 


memory. 


WHAT TO DO WHEN YOU SEE: 


WARNING: Desktop is full. Action not completed. 


This message means that you may not put any more files on your Desktop until you remove some or 
all of them. 


To delete all the files from the Desktop, press: 

[ESC] | deletes the warning message from your screen | 
[ESC] places you in the Main Menu 

Place your cursor on the fourth option, Remove files from the Desktop. 


| E displays all the files on the Desktop 


2 The Power Of: AppleWorks 


ore ot 


Introducing Desktop 


Leave your cursor on the first file in the list. Press: 
right cursor key, inserts an arrow in front of the first file name 


[5e 
n down cursor key, moves the cursor to the second file name 
see 


right cursor key, inserts an arrow in front of the second file name 


Continue to insert arrows in front of the file names, until you have inserted an arrow in front of 
each file name. Then press: 


"a displays the first file name 
Place your cursor on the last option, Throw out the changes to the file, and press: 


displays: — 
Do you really want to do this? 


Place your cursor on Yes and press: | 
displays the file from the Desktop, and displays the next file name 


Continue ‘‘throwing out the changes to the file. When all the Desktop files have been removed, 
you will be returned to the Main Menu. 


NOTE 


This process DOES NOT delete the files which you saved on your 
diskette. It merely removes them from AppleWorks Desktop 


memory. 


When you have removed the Desktop files, you will be able to proceed with the exercise or the 
chapter you have been working on. : JE 


The Power Of: AppleWorks 3 


| The Power Of: A 


pple 


` 


INTRODUCTION TO WORD PROCESSING 


The Word Processing section of this book is set up so that you begin with the simple basics of typing 
a document into the computer. It is necessary to start with the first chapter of the section and work 
on through to the end, as the chapters are progressive rather than self-contained. 


When the screen is displayed as shown in the Figure below, you are in REVIEW/ADD/CHANGE, 
where you can type in your document or make additions and changes to the document. While in 
REVIEW/ADD/CHANGE, you will learn all the numerous functions of the commands and 
how they will work to your advantage. E 


Displayed in the lower right-hand corner of the screen is the message: A—? for Help 


Any time you need help, and want to see a list of the word processing Apple commands, hold down 
the (^ key and press ? 


Above the work area of the screen, in the upper left-hand corner, the name you have chosen for 
your file is displayed. As indicated by the message in the upper right-hand corner of the screen, if 
you press Escape, you will be in the Main Menu and can start a new file or load an old one. 


Figure 1 
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In this chapter you will learn the various ways to scroll a document. 


You will also make a series of changes in a business letter, including the insertion and deletion of 
text, and the correcting of misspelled words. 


Finally, you will save and print your document. 


OPERATIONS PERFORMED 


Loading AppleWorks 


Loading in the Sample Diskette | 
Typing in the Document 

Scrolling 

Inserting Characters 

Inserting Additional Words into the Text 

Inserting Blank Lines | 
Deleting a Character 
Deleting Text 

Deleting a Blank Line 
Changing a Character 
Saving 

Setting up your Printer 
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CHAPTER: scrolling and Making Corrections 


FUNCTIONS USED 

dá C=] | | * right cursor key, moves cursor forward to first character of each word 
ó C=] | left cursor key, moves Puro backward to first character of each word 
CG m cursor jou moves cursor to top of the screen 

CG i down cursor key, moves cursor to bottom of the screen 

GI ur uei Societ moves cursor to beginning of text. 

ó n] MEM “moves cursor to end oftext — 

& [E] | | mE tumet over-type function on and off 

CG TEN deletes to end of line 
deletes character to left of cursor 
[ESC] returns you to your working screen 

COMMANDS USED |. mm 

ó [D] EE X " starts DELETE TEXT command 

ó [P] starts PRINT command 

& [al | displays Desktop Index 

& [s] saves 


LOADING APPLEWORKS 


Make sure your computer is turned off. 

Place the AppleWorks Start-Up disk into Drive 1. 
Now turn your computer on. dd | 

You will see displayed at the bottom of your Screen: 


Place the AppleWorks PROGRAM Disk in Drive 1 and préss RETURN 


Now remove the AppleWorks Start-Up disk and replace it with the AppleWorks Program disk. 
Press: 


| . displays at the bottom of your screen: 
Type today's date or press RETURN 


Type in today's date and press: 


| places you in the Main Menu and highlights the first option, 
Add files to the. Desktop | 
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If you have mom this book without the eaniple Diskette, 


- skip the following section Loading The Sample Diskette, and go 
down to the paragraph entice Typing ir in the Document, which is _ 
on Page 11. | ] 5 


| LOADING THE SAMPLE DISKETTE 


If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure 1. 


After loading AppleWorks, you will be in the Main Menu sia the first option, Add files to the 
Desktop, will be highlighted. 


Place the diskette into Drive 2 and press: 


displays Add files Menu and highlights ti the first option, The current 
p | . . disk: Drive 1 | 


With your down cursor key, move your cursor to the second option, A different disk, and press: 


places you in the Change Current Disk menu and highlights the first 
option, Drive 1 


Move your cursor to the second option, Drive 2, and press: 


| | | plàces you in the Add files Menu and highlights the first option, The 
| current disk: Drive 2 
displays AppleWorks files 


To see the complete list, scroll down with your down cursor key. 

Place your cursor on Reservations and press: 

loads the document (Reservations) ante or screen 

Now that you have loaded Reservations, remove the Sample Disketie from Drive 2, and place a 
blank, formatted data diskette i in Drive 2, so that later you will be able to save your corrected docu- 


ment on it. 


It is important that you read the following information about the use of the cursor TT and word 
wraparonid: 


Cursor Keys 


The first thing you must familiarize yourself with is the cursor keys. Press each cursor key, one at a 
time, and observe their movements before attempting to type any text. 
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Scrolling and Making Corrections CHAPTER 


Word Wraparound | 


AppleWorks has an automatic fomes called ord — T€ which lets you concentrate on 
typing your document without having to press d wrapar at the end of each line. *^Word 
wraparound’ knows when you have reached the right margin and automatically goes to the 
beginning of the next line. The only time you need to press the [RETURN] [RETURN] key is at the end of a 
paragraph, or where formatting requires it. 


Now that you have replaced the Sample Diskette with, a blank, formatted data diskette and have 
read the above information, you will begin correcting your letter. 


Skip ovér the next section entitled Typing in the Document, and go down to the PRERSISDIM titled 
Scrolling on Page 12. 


TYPING IN THE DOCUMENT 


If you have purchased this book without the Sample ii you will need to type it in. Therefore, 
| you must place a formatted data diskette in Drive2. | 


After loading AppleWorks, you will be in the Main Menu and the first option, Add files to the 
Desktop, will be highlighted. 


Press: 


displays Add files Menu and highlights the first option, The current 
: disk: Drive 1 


With your down cursor key, move your cursor to the second option, A different disk, and press: 


~ places you in the Change Current Disk Menu and. highlights the first 
option, Drive 1 


Place your cursor on 1 the second option, Drive 2, and press: 


mE places you in the Add files Menu and highlights the first option, The 
current disk: Drive 2 


Place your cursor on the third option, Word Processor, and press: 


displays Word Processor Menu and highlights first option, From 
scratch | 
| displays Type a name for this file at the bottom of your screen 
Type: | 
Reservations 4 name of file- 
| displays working screen 


Before attempting to type in the document, read the following information about cursor keys and 
**word wraparound”, and then follow the instructions for typing in the document which is 
illustrated in Figure 1. 


Cursor Keys 


The first thing you must familiarize yose with is the cursor keys. Press each cursor key, one at a 
time, and observe their movements before attempting to type any text. 
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CHAPTER Scrolling and Making Corrections 


Word Wraparound 


AppleWorks has an automatic function called ‘‘word wraparound’’ which lets you concentrate on 
typing your document without having to press at the end of each line. “Word 
wraparound" knows when you have reached the right margin and automatically goes to the 
beginning of the next line. The only time you need to press the [RETURN [RETURN] key is at the end ofa 
paragraph, or where formatting requires it. 


Before typing, make sure you have placed a blank, formatted data diskette in Drive 2, so that later 
you will be able to save your letter onto this diskette. 


Using the following instructions] you will begin typing in the document illustrated in Figure 1. 
Leave your cursor on the upper left-hand corner of your screen, on Line 1, and type: 

Attn: Larson McCulers, Agent 

Press: moves the cursor to Line 3 

Type: 

Dear Mr. McCullers: 


Press: moves the cursor to Line 5 
Continue typing in the document as illustrated in Figure 1, pressing | RETURN | only where indicated. 


NOTE 


We have deliberately put misspelled words into the letter in 
Figure 1. If you make mistakes of your own.while typing, do not 


be concerned. You will learn how to correct them in this chapter. 


SCROLLING | 


Often during the typing of a document it may be necessary to refer back to previously typed text to 


` determine whether or not certain information or wording has been used in particular paragraphs. 


Up and Down One Line at a Time 
Press the down cursor key and the cursor will move down one line at a time. 


Press the up cursor key and the cursor will move up one line at a time. 


To the Beginning and End of a Line 


Place your cursor somewhere near the end of any line of text. 

Hold down and press: 

CG left cursor key, moves the cursor backwards to the first character of 
each word 

Leave your cursor where it is. 


Hold down and press: 


à l=] right cursor key, moves the cursor forward to the first character of each 
word . | 
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To the Beginning and End of the Screen 


. Place your cursor approximately in the center of your screen. 

Hold down and press: 

ó It | up cursor key, moves the.cursor to top of the screen 
Hold down and press: | 


ó down cursor key, moves the cursor to the bottom of the screen 


To the Beginning and End of the Text 


Place your cursor approximately in the center of your document. 


Hold down and press: 

ó m moves the saei the beginning of the text 
Hold down and press: 

CG p moves the cursor to the end of the text 


NOTE 


At any time while typing a document, you may move to the 
beginning or end of text by utilizing the  ($[1] and (5 [9] 
functions. 


Te GO], is, did, is, 608, diu, GB 
functions will move the cursor proportionately through the 
document. | | 


INSERTING CHARACTERS 


Now that you have typed in your document (or, if you have loaded the already typed letter from the 
Sample Diskette onto your screen), the first improvement you will make in your document will be to 
insert a missing letter. 


NOTE 


In this book we have made frequent references to Line numbers, 
for example, “Place your cursor on Line 14.” | 


It is not necessary to actually count down to Line 14. Simply refer 
to the bottom of your screen where you will see displayed the 
number of the line your cursor is on. 


( 


There is an I (the letter 1) missing in the name McCulers, on Line 1, so you will insert the letter | in 
the proper place. To do this, 


Using your cursor keys, place your cursor on the letter | in McCulers, on Line 1, and type: 
| inserts the letter l, and moves the text to the right 
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CHAPTER Scrolling and Making Corrections 


INSERTING ADDITIONAL WORDS INTO THE TEXT 
You now find that it is necessary to insert some additional words in Line 12. 


Place your cursor on the space following the word itinerary, on Line 12, and type: 


, from London to Stockholm, 


As you type, you will notice the ‘‘word wraparound”’ function automatically moves the text to the 
right of the insertion and reformats the paragraph. 


INSERTING BLANK LINES 


You have decided that the letter would look better if there were more space for the signature. 


Place your cursor on the space following Sincerely, on Line 35 and press: 


_ inserts two blank lines 
DELETING A CHARACTER 


The word confirQm on Line 6 is misspelled. : - 
Place your cursor on the m in confirQm, and press: 
| J delete key, deletes the character to the LEFT of the cursor 


If you continue to press the | DELETE| anes you will be able to delete additional characters to the 
LEFT of the cursor. 


DELETING TEXT 


Deleting a Portion of a Line 


You anticipate a change i in the axe of Mr. Anthony’ s London trip. The date on Line 17 needs to be 
deleted. | 


Place your cursor on the J in July on Line 17. 
Hold down and press: 
á deletes information from the cursor to the end of the line 


Deleting an Entire Sentence | 
You have decided to eliminate the sentence beginning on Line 30. To do this: 


Place your cursor on the | in Include on Line 30. 
Hold down and press: 
& [D] Starts DELETE TEXT command 


Move your cursor to the period at the end of the sentence. The entire sentence will now be 
highlighted. Press: | 


RETURN deletes the entire sentence | 
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Deleting an Entire Paragraph 
. Now you have decided to delete the entire paraoráph aarne on Line 23. 


Place your cursor on the À in Any on Line 23. 

Hold down and press: | | 

C [D] . Starts DELETE TEXT command | 

Press your down cursor Rey anil the entire eparapiapha is PESE and press: 
| E S deletes the entire paragraph: | 


E DELETING A BLANK LINE 


The itinerary would look better if it were reformatted. ` 
Place your cursor on Line 18, the blank line underneath the word rondon and press; 
E Hu delete o deletes the blank line: 


Place your cursor on Line 19, the blank line underneath the word Stockholm and press: 


delete key, deletes the blank line 
CHANGING A CHARACTER 


The w in warsaw on Line 8 and the j in july o Line 9 need to be capitalized. 
Place your cursor on the w in Warsaw on Line 8. 

Hold down and press: | 

d [E] turns on over-type function 


Your cursor will now take the appearance of a flashing rectangle. This indicates that the over-type 
function is on. 


Hold down the key and press [W]. 

Place your cursor on the j in july on Line 9. 

Hold down the key and press [J]. 

To turn off the verd vue function, 

Hold down and press: 

& [El turns off the over-type function 

The cursor now resumes its original appearance. 

Usingthe ( [E] you can switch back and forth between the over-type and insert functions. 


Your document should now look like Figure 2. 
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SAN 


Before saving your document, check to see that you have placed a bl 
into Drive 2, as you were instructed to do earlier in this exercise. 


Hold down and press: 


d IS] saves the file 
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SETTING UP YOUR PRINTER | 
To set up your printer; press: | | 

[ESC] |. places you in the Main Menu 

Place your cursor on the fifth option, Other Activities, and press: 

ba T. displays Other Activities Menu | 

Place your cursor on the seventh option, Specify information about your printer(s), and press: 
dispiays Printer Information Menu 

Place your cursor on the second option, Add a printer (maximum of 3), and press: 

displays a list of printers 

Place your cursor on the name of the printer you are using and press: 

RETURN] | | displays Type a name: 


You must now give the printer a name. Type in any name you wish, for example, 


Bagel file name 

| displays How is the printer accessed? 
In most cases, the method of access will be Slot 1. If it is, pies 
E i displays bintitio options | 


If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
— change any of the values in numbers 1 through 4. But at this point you can change any of the values, 
depending on your own printer. ^ — a m M | 


Hold down and press: 
& [al displays Desktop Index and highlights the document you have been 
| working on | 
| brings you back to your document 
PRINTING | iia --— 
Š [P starts PRINT command 
[B] | UR | selects Beginning option and displays 


Where do you want to print the file? 


Place your cursor on the printer you wish to print to and press: 
RETURN displays How many copies? 
Type in the number of copies you want printed. 


RETURN | prints the document 
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DESCRIPTION 


In this chapter you will be introduced to the great variety of AppleWorks’ Printer Options. To 
enhance the appearance of your document, you will change the top, bottom, and side margins, 
center a word and justify your text. 


In addition to these basic formatting functions, you will be using a different size of typeface by 
changing the number of characters per inch. You will also change the number of lines per inch in 
order to lessen the space between the lines of text. 


OPERATIONS PERFORMED 


Loading the Sample Diskette _ 


Typing in the Document 

Viewing the Printer Options 

Changing Margins 

‘Changing the Number of Characters Per Inch 
- Changing the Number of Lines Per Inch 

Centering and Justifying Text 

Saving 

Printing 

Eliminating Formatting 
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CHAPTER Introducing the Printer Options 


FUNCTIONS USED. 


d [1] moves cursor to the beginning of text 


COMMANDS USED 


d [D] starts DELETE command 

d [o] selects Printer Options command 

& [P] starts PRINT command 

ó [S] saves 

ó Z] displays all Printer Options in effect and all carriage returns . 


LOADING THE SAMPLE DISKETTE. 


If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure 1. 


Place the Sample Diskette in Drive 2 and press: 


[Esc] places you in the Main Menu and highlights the first option, Add files 
to the Desktop j 

displays Add files Menu and highlights the first option, The current 
disk: Drive 2 

displays AppleWorks files 


Place your cursor on Memo. 
RETURN loads the document (Memo) onto your screen 


Now that you have loaded Memo, remove the Sample Diskette from Drive 2, ana place a formatted 
data diskette in Drive 2, so that later you will be able to save your corrected document on it. 


Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Viewing the Printer Options on Page 22. 


TYPING IN THE DOCUMENT 


If you have purchased this book without the Sample Diskette, you will need to type it in. 
Be sure you have placed a formatted data diskette in Drive 2. 


In order to type in a new document, you will need to ‘‘start from scratch." To do this, 


[ESC] 7 places you in the Main Menu and highlights: the first option; Add files 
to the Desktop 


places you in the Add files Menu and highlights the first option, The 
current disk: Drive 2 | 
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Move your cursor to the third option, Word Processor, and press: 


displays Make a new file and highlights the first option, From scratch 
. displays Type a name for this new file: 

Memo the name of this file 

dO E RUE places you on Line 1 of your blank working screen 


Leave your cursor on the upper left-hand corner of your screen, on Line 1. 
Press the key to turn it on. 

Type: MEMO 

Press: | 

Type: TO: 


Press: [RETURN] [RETURN] — 


Press the key to turn it off " 


Now continue typing in the memo exactly as illustrated in Figure 1, pressing [RETURN | only where 
indicated. 


VIEWING THE PRINTER OPTIONS 


. To view the Printer Options, place your cursor at the upper left-hand corner of your working 


screen. 

Hold down and press: 

& [o] starts PRINTER OPTIONS command and displays Option: 

In the middle of your screen you will see a highlighted area which displays the default settings. 


PW refers to the page width 

LM refers to the left margin 

RM refers to the right margin 

CI refers to the characters per inch 
UJ refers to unjustified 

PL refers to the page length 

TM refers to the top margin 

BM refers to the bottom margin 
LI refers to the lines per inch 

SS refers to single space 


Underneath the default settings you will see the printer options displayed. 


In this chapter, you will learn how these options allow you to format your document in various 
ways to prepare for printing. - 


[ESC] | returns you to your working screen 
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CHANGING MARGINS 


The Left Margin 


The first change you will make to the Memo is to adjust the width of the left margin. 
Leave your cursor on the upper left-hand corner of your screen. 

Hold down and press: | | 

| d [o] starts PRINTER OPTIONS command and displays Option: 


The AppleWorks default for the left margin is 1.0 inches, which means that the left margin is 
automatically set at 1 inch. | | 


MS 


In the highlighted default line above the printer options, the left 


margin default is displayed as LM = 1.0. 


To change the setting of the left margin to 2 inches, type:. 


[M] selects Left Margin Option ] 
displays Inches: - 
[2] number of inches 
displays at the top of your working screen 
————— —— Left Margin: 2.0 inches 
NOTE 


In the highlighted default line above the printer options the left 


margin is now displayed as LM = 2.0. 


You will see no apparent change in the left margin on your working screen. However, when you 
print this document at the end of the chapter, the left margin will be indented two inches. 


The Right Margin 


The AppleWorks default for the right margin is 1.0 inches, which means that the right margin is 
automatically set at 1 inch. 


NOTE 


In the highlighted default line above the printer options, the right 


margin default i is displayed as RM = 1 0. 


To change the setting of the right margin to 2 inches, type: 


~ [RI [M] selects Right Margin Option 
displays Inches: 
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[RETURN] displays at the top of your working screen 
a a e Right Margin: 2.0 inches 
NOTE 


| 

i 

(2] | number of inches 
| | 

| 


In the highlighted default line above the printer options the right 


margin is now displayed as RM - 2.0. 


The Top Margin 


The AppleWorks default for the top margin is 0.0, which means that the top margin is 
automatically set at 0 inches. 


NOTE 


In the highlighted default line above the printer options, the top 


margin default is displayed as TM = 0.0. 


To change the setting of the top margin to 1 inch, type: 


[M] selects Top Margin Option 
displays Inches: 
[1] | | number of inches 
displays at the top of your working screen 
——————— Top Margin: 1.0 inches 
NOTE 


In the highlighted default line above the printer options the top 


margin is now displayed as TM = 1.0. 


You will see no apparent change in the top margin on your working screen. However, when you 
print this document at the end of the chapter, the top margin will be indented one inch. 


The Bottom Margin 


The AppleWorks default for the bottom margin is 2.0 inches, which means that the bottom margin 
is automatically set at 2 inches. 


NOTE 


In the highlighted default line above the printer options, the 


bottom margin default is displayed as BM = 2.0. 
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To change the setting of the bottom margin to 1 inch, type: 


[M] selects Bottom Margin Option 

displays Inches: m 

[1] number of inches 

[RETURN] displays at the top of your working screen 
——————— — Bottom Margin: 1.0 inches 


NOTE 


In the highlighted default line above the printer options the 


bottom margin is now displayed as BM - 1.0. 


. [ESC returns you to your working screen 


CHANGING THE NUMBER OF CHARACTERS PER INCH 


You have decided that you want the subject of the letter to be in a larger YperacE: so you must 
change the number of characters per inch. To do this, 


Place your cursor on the H in Historical, underneath the word SUBJECT. 
- Hold down and press: 
& [0] starts PRINTER OPTIONS command and displays Option: 


The AppleWorks default for the number of characters per inch is 10, which means that there are 10 
characters in every inch of a typewritten line. 


NOTE 


In the highlighted default line above the printer options, the — 


characters per inch default i is displayed as CI = 10. 


Type | 
[C] [1] selects Chars per Inch Option 
displays Chars: 
[5] number of characters per inch ` 
displays above the words Historical Display: 
——————— — Chars per Inch: 5 chars 
NOTE. .—— 
In the highlighted default line above the printer options the 
characters per inch is now displayed as Cl = 5. 
ESC returns you to your working screen 
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Because you have set the characters per inch for 5 characters for the words Historical Display, 
AppleWorks will continue to set the balance of the letter in 5 characters per inch. 


You will now need to reset the balance of your letter back to 10 characters per inch. To do this, 
Place your cursor on the blank line underneath Historical Display. 


Hold down and press: 


do starts PRINTER OPTIONS command and displays Option: 
| [C] [1] | selects Chars per Inch Option 
| displays Chars: 
[1] [0] number of characters per inch (10 is the default) 
displays underneath the words Historical Display: 


— — — — — — — —Chars per Inch: 10 chars 


[ESC] ` returns you to your working screen 


You will see no apparent change in the words Historical Display as you view your working screen. 
However, at the end of this chapter, when you print, the words Historical Display will appear in a 
large, dramatic typeface. 


NOTE 


AppleWorks allows you to set the characters per inch from 4 to 24 


characters, depending on your printer's capabilities. 


CHANGING THE NUMBER OF LINES PER INCH 


You realize that you must add another name to the heading of your Memo. 


Place your cursor on the space below TO: at the top of your document, and press: 


adds another line 
Type: 
Vallis Larriot | name to be added 


It is possible that you will run out of space because of the name you just added. To save space, you 
have decided to bring the lines in the heading closer together. 


-Hold down and press: | N 
& [o] starts PRINTER OPTIONS command and displays Option: 


The AppleWorks default for the number of lines per inch i is 26 WING means that there are 6 lines of 
type for every inch down a typewritten page. 
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In the highlighted default line above the printer options, the lines 
per inch default is displayed as LI = 6. 


Type: 
[1] 


selects Lines per Inch Option 
displays Lines: 
number of lines per inch 


E at the top of the heading 
————— — — -— Lines per Inch: 8 lines 


NOTE 


In the highlighted default line above the printer options the lines 


per inch is now displayed as LI = 8. 


returns you to your working screen 


Nowm move your. cursor to the blank line underneath Á— Ohio: 03755, 


Hold down and press: 


Ó [o] 
WW 
a : 


[ESC] 


starts PRINTER OPTIONS command and displays Option: 


selects Lines per Inch Option 
displays Lines: 


number of lines per inch . 


displays at the bottom of the heading 


———————— Lines per Inch: 6 lines 


returns you to your working screen 


CHAPTER 


You will see no apparent change in the appearance of the heading on your working screen. 
However, when you print the document at the end of this chapter, the lines in the heading will be 


closer together. 


CENTERING AND JUSTIFYING TEXT 


Now let's center the word MEMO. 


Place your cursor on the M in Memo at the top of your screen. 
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Hold down and prese | | | 
á o | | , starts PRINTER OPTIONS command and i displays Onnen 
a pou o /"seleéts Center Option esu 

displays at the top of your working screen 


——————— Centered 
You will observe that ALL of the text on your screen is now centered. 
NOTE 


In the highlighted default line above the printer options, centered 


is displayed as CN. 


Because you used the centering option to center the word ‘MEMO, AppleWorks will enue to 
center the balance of the letter. 


You will now need to reset the balance of your jene: back to dud To do this, press: 
[ESC] returns you to your working screen 


Place your cursor on the blank space below the word MEMO. 


Hold down and press: | — 
& [ol starts PRINTER OPTIONS command and displays Option: 
[U] selects Justified Option 
displays at the top of your working screen under the word MEMO 
————— — — Justified 
NOTE 


In the highlighted default line above the printer options, justified 


is displayed as JU. 


[ESC] . returns yout to your working screen 


The balance of the document appears on your screen in an Ure format. OWENS when you 
pring the document, the right margin v will be v right justified. | zi | i 


Before saving your document, check to see that you have placed a formatted data diskette. into 
Drive 2, as you were instructed to do earlier in this exercise. 


Hold down and press: 


& [Sl]. ^  .  " e saves the document ` 
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PRINTING 


To print your document, 2 

Hold down and press: E 

co P] . B | starts PRINT command 

Leave your cursor on Beginning and press: | 

displays Where do you want to print the file? 
Leave your cursor on the first option and press: 

displays How many copies? | 


Type in the number of copies you want printed. 


RETURN prints the document 


Your document should now look like Figure 2. 


ELIMINATING FORMATTING | 


To see which printer options are in effect, you will use the AppleWorks “zoom in” function. 


. Move your cursor to the top of your screen. 


Hold down and press: 
ó [zi displays all Printer Optional in effect and all carriage returns 


As you move your cursor down the screen, you will see all of the printer options you used to set up 


your printer. 


To eliminate a printer option, 


Place your cursor on —— — — — —-— —Bottom margin: 1 .0 inches « on Line 4. 


Hold down and press: 


& [D] starts DELETE command and highlights area to be deleted 
deletes the highlighted option 
NOTE 


The- SoHo that are on your screen will remain in effect 


whenever you load in this document until e changet them. 
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DESCRIPTION 


The continued practical use of the Printer Options in this chapter will allow you to use any of the 
AppleWorks' formatting features to enhance the appearance of your particular document. 


You will format your document to boldface a word and to double space a short section. 


With the New Page option, you will tell the printer when to begin on a new page. 


Your report becomes official when you format a Page Header to print on all succeeding pages and 
format to print page numbers. | 


OPERATIONS PERFORMED = o E LS | 


Loading the Sample Diskette 


Typing in the Document 

Boldfacing 

Spacing 

New Page 

Page Header 

Printing Page Numbers 

Saving — — EE 

Printing EN E 
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FUNCTIONS USED - 


d fi] moves cursor to beginning of text 


. starts Boldface function 


COMMANDS USED 


& [0] EE selects Printer Options 


d [P] prints document 
s dá IS. ys E D META Saves , l 


LOADING tén "n DISKE TTE — 


If you have purchased this book with the Sample Diskette, use the following instructions to load the 


‘document illustrated in Figure 1. 


Place the diskette into Drive 2 and press: 


[ESC] places you in the Main Manu and highlights tt the first option: 
| Add files to the Desktop 
displays Add files Menu and highlights the first option: 
) The Current Disk: Drive 2 
displays AppleWorks files 


Place your cursor on REPORT. 
loads the document (REPORT) onto your screen 


Now that you have loaded REPO RT, remove the Sample Diskette from Drive 2, and séplaceié it with 
a formatted data diskette, so that later you will be able to save your corrected document on it. 


Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Botdracing on Page 34. 


“TYPING IN THE DOCUMENT 


If you have purchased this book without the Sample Diskette, you will need to type it in. 


Be sure you have placed a formatted data diskette i in Drive 2, so that later you will be able to save 
your corrected document on it. 


In order to type in a new document, you will need to start **from scratch." To do this, 


[ESC] places you in the Main Menu and highlights the first option; 
| | mE Add files to me Desktop. | 
[RETURN] Bue places you in the Add files Menu and highilights t the first option: 


The current disk: Drive 2 


The Power Of: AppleWorks 


Formatting with the Printer Options CHAPTER 


Figure 1 | | 
| | | The Power Of: AppleWorks 33 


3 


34 


CHAPTER Formatting with the Printer Options 


Move your cursor to the third option, Word Processor, and press: 


E © displays Make a new file and highlights the first option: 
vs | . Fromscratch | 

| | displays Type a name for this new file: 

Report | i the name of this file | | | 

| places you in your blank working screen 


Leave your cursor on the upper left-hand corner of your screen, on Line 1. 
Press the key. 

Type: PHILLIPS CORPORATE REPORT 

Press the key to turn it off. 

Press: | 


Continue typing in the report exactly as illustrated in Figure 1. 


BOLDFACING | | | 


The names in the report would stand out better if they were boldfaced. 


There are two methods of boldfacing text. 


The Fi irst Method | 


To see an example of how a name would look in boldface, using the first method, 


Place your cursor on the J in John on Line 10. 


Hold down and press: 
| d [o] starts PRINTER OPTIONS command and displays Option: 
selects Boldface Begin Option 
insertsa ^ on your working screen before the name to be boldfaced 
[ESC] returns you to your working screen 


Place your cursor on the space following Fitzgerald, on Line 10. 


Hold down and press: 


& [o] .starts PRINTER OPTIONS command and displays Option: 
BE ©- .. selects Boldface End Option | 
| inserts a ^ on your working screen after the name to be boldfaced 


[ESC] returns you to your working screen 
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The Second Method 


Now you will use another method to boldface the name on Line 11. 

Place your cursor on the F in F. Scott Updike on Line 11. 

Hold down and press: 

insertsa “ on your working screen before the name to be boldfaced 
Place your cursor on the space following the comma after Updike. 

Hold down and press: 

inserts a ^ on your working screen after the name to be boidrücad 
Later, if you have forgotten why you inserted the carats ( ^ ) before and after the names, 

Place your cursor on the carat ( ^ ) before the word John. 


Displayed at the bottom of your screen will be the words: 
Boldface Begin 


. Place your cursor on the carat ( ^ ) following the word Fitzgerald. 


Displayed at the bottom of your screen will be the words: 
Boldface End 


Whenever you move your cursor to a carat, a description of what the carat means will be 
highlighted on the bottom of your screen. 


SPACING | 


The AppleWorks default is for single spacing. | 
Part One of the Corporate Report would look better if it were double spaced. 

To format PART ONE for double spacing, 

Place your cursor on the J in John. 

Hold down and press: 5 

Š [o] starts PRINTER OPTIONS command and displays Option: 
NOTE 


In the highlighted default line above the printer options, at the 


very end of the line, the single spacing default is displayed as SS. 


Type: 
[D] [S] | selects Double Space Option 
displays on your working screen: 


——————— — Double Space | 
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In the highlighted default. line above the printer options, double 
- spacing is displayed as DS. 


[ESC] returns you to your working screen. EL 
Place your cursor on the. blank line above the words: PART TWO. 


Hold down and press: 


c [0] starts PRINTER OPTIONS command and displays Option: 
[S] [S] selects Single Space Option 
. . displays on your working screen: 
po D OT Se ess Single Space 
mn NOTE 


Qj nthe highlighted: default. ey a above ine: QUE Options, ihe: 


- spacing is now 'displayéd'às: 


[ESC] .. .. . returns you to your working screen: 


You will see no apparent change in the spacing on your working screen. However, when you print 
out your document at the end of this chapter, the text you have formatted will be double spaced. 


NEWPAGE 


When you print out the dama you want to make sure that PART TWOi is on a new page. 
Place your cursor on the.P in PART TWO. 


Hold down and press: 


d . [0] starts PRINTER OPTIONS command and displays Option: 
[N] [P] selects New Page Option | 
| © «o^ "displays on your working screen: 
———— —À—— — — New Page 
[ESC] returns you to your working screen 


: j: ! f l . 
When you print out your document, PART TWO will be on a new page. 
PAGE HEADER - E 


Since the report will be printed on two pages, you would like to have the title, PHILLIPS 
CORPORATE REPORT, on both pages. 


First move your cursor to the top of the screen, To do this, 
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Hold down and press: 
& 0 : moves your cursor to the upper left- hand corner of the screen 
Leave your cursor on the P in PHILLIPS. i (s 


Hold down and press: 


á [o] - | starts PRINTER OPTIONS command and displays Option: 
[H] [E] selects Page Header Option | 
| displays at the top of your working screen: 
——— — — -Page Header 2 
[ESC] returns you to your working screen | 


When you print out your document, PHILLIPS CORPORATE REPORT will appear on the second 
page of your report, on the first printing line. anter the top margin. The Page Header and the text 
will be separaten by two blank lines. 


PRINTING PAGE NUMBERS E 


You are going to include this report within a larger document. 


Because this report will appear in the middle of the larger document, the first. two pages of the 
report should be numbered Page 22 and Page Sa | | ! 


To center the page numbers at the bottom of each page, 
Place yout cursor on ‘the blank line above PART TWO. 


Place your cursor approximately i in the middle ot your page, and type: 


Page | textto be typed. 

Press: 

s inserts a space 

Hold down and press: | 

á fo] | starts PRINTER OPTIONS command and displays Option: 

Type mE | d | 
| [P] [N] E selects Page Number Option f | 

| . displays Number: "c | 

[2] [2] | | m | Dade number E | 

| displays: | D 

—— — — — — — Page Number: 22. 
[P] [P] | selects Print Page No. Option - 


RETURN insertsa ^ on your working screen after Page 
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In order to format the document to print out page De the page number must be part of a 
Page Header or a Page Footer. 


So, now type: 
[F] [0] selects Page Footer Option 
RE | RA eop ays; 
——— — Page Footer 
[ESC] | returns you to your WoIIg screen 


When you print your document, Page 22 will appear on the last line before the bottom margin of 
the first page of your report. EE | » 


Page 23 will appear on the last line before the en margin on the secu page of your —— 


SAVING 


Before saving your document, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 


Hold down and press: 


& Is] | saves the document 


PRINTING | 


To print your document, 

Hold down and press: 

dá m . Starts PRINT commend 

punt DU. cursor on n Beginning and press: HH T 

a , displays: Where z you want to print the file? 


Leave your cursor on the first option and press: 


displays How many copies? 
prints the document 
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Using the FIND command, you will be able to find particular words, in order to verify usage, check f 
for proper spelling and punctuation, or determine if a certain phrase has been overused or 


inappropriately used. y | | | | 


You will move text from one area of your document to another. Using the copy command with the 


Clipboard option, you will copy text from one document and insert it into another document. ^. 
OPERATIONS PERFORMED — | | 
Loading the Sample Diskette | 


Typing in the Document 
Finding Text 

Replacing Text 

Moving Text | | 
Copying Text 25 | : OU de 4 | ER 
The Clipboard Options (Cut and Paste) 
Saving 

Printing | z x 
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FUNCTIONS USED 

d [E] turns on and off overtype function 
dá deletes to the end of a line of text 
d [1] moves cursor to beginning of text 
dá [9] moves cursor to end of text 


COMMANDS USED. 


& [Cc] starts COPY command 

ó [Fl starts FIND command 

d M] starts MOVE command 

& [P] starts PRINT command 

à [R] starts REPLACE command 
Š [s] saves 


DISKETTE - 


LOADING THE SAMPLE 


If you have purchased this book with the Sample Diskette, use the following instructions to load the 
" document illustrated in Figure 1. 


Place the diskette into Drive 2 and press: 


[ESC] places you in the Main Menu and highlights the first option, 
Add files to the Desktop 

displays Add files Menu and highlights the first option, 
The current disk: Drive 2 

. . displays AppleWorks files 


Place your cursor on Books. 
RETURN loads the document (Books) onto your screen 


Now that you have loaded Books, remove the Sample Diskette from Drive 2, and replace it witha - 
formatted data diskette, so that later you will be able to save your corrected document on it. 


Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Finding Text on Page 44. 


TYPING IN THE DOCUMENT 


If you have purchased this book without the Sample Diskette, you will need to type it in. 


Be sure you have placed a formatted data diskette in Drive 2, so that later you will be able to save 
your corrected document on it. 
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In order to type in a new document, you will need to “start from scratch.” To do this, 


[ESC] places you in the Main Menu and highlights the first option: 
Add files to the desktop 
| places you in the Add files Menu and highlights the first option: 


The current disk: Drive 2 


Move your cursor to the third option, Word Processor, and press: 


| displays Make a new file nd highlights the first pope: 
From scratch 

displays Type a name for this new file: 

Books . the name of this file 

places you in your blank working screen 


Leave your cursor on the upper left-hand corner of your screen, on Line 1. 


Press the key to turn it on. 

Tipe? ee ee ee ee OUO A 
SCHEDULE OF READINGS FOR THE GREAT BOOKS DISCUSSION GROUP 
Press the key to turn it off. 


Press: [RETURN] [RETURN] moves thecursortoLine3 — 


Press the key 6 times. 


Type: 


Author: 


Press: [RETURN] [RETURN] moves the cursor to Line 5. 


Continue typing in the document exactly as illustrated in Figure 1. 


FINDING TEXT 


After you have looked at the book schedule, you remember that you have a habit of overusing the 
word now, especially at the beginning of a sentence. To quickly ones out how many times you have 


used now, you will utilize the FIND command. 


To do this, place your cursor on the Bi in Book on the first line of the —' at the bottom of 


the schedule. AppleWorks will look forward from the point where your cursor is located. 
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Hold down and press: 


ó E | starts FIND command " 
selects Text option 
now text to be found | 

— NOTE. 


If you make a typographical error, and wish to retype the word in, 
DO NOT use your spacebar to delete the word. 


To delete the word, place your cursor on the first letter of the 
word to be deleted. 


Hold down and press: 


G deletes to the end of a line of text 
RETURN highlights the first occurrence of the word now 
J ' highlights the next occurrence of the word now 


You realize that this occurrence of the word now is inappropriate. In order to delete the word you 
must first return to your working screen. To do this press: 


[N] selects NO option and returns you to your working screen 


To delete the word now, 

Place your cursor on the d in due, following the word now, and press: 

[DELETE] DELETE] | DELETE] | DELETE] ‘deletes the word Now ghd the space before due 
To capitalize the d in due, place your cursor on the d in due. 

Hold down sid press: | 

Š E turns on the overtype function 

Hold down the [SHIFT] key and press: | 
[B MEE OST dM capitalizes the'd in due’: uo lue 
ó [E] | A turns off overtype function 

To continue your search for the word now, leave your eu He: it is. 
Hold down and press: 

$ F starts FIND command 


selects Text Option 
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CHAPTER Finding and Replacing Text; Moving and Copying Text 


You will notice that AppleWorks has renembre. the word you were : previously searching for 


| IW); and you will see it pepe at the bottom of your screen. , Press: 


| e en 2 - highlights the next occurrence jot the Wordt now. 
| displays: 


Not found, press space bar to continue - 


. There are no more occurrences of the word now so press the space bar once. 


NOTE 


It is extremely important that you DO NOT use the spacebar to 


delete words when you are in the FIND command. 


REPLACING TEXT 


Text Option 


You notice in your book schedule that the title is incorrect. The organization is known asa group 
and not a club. i | 


. t 
Sees a) pus S oe 
i 


You want to replace every occurrence of the word club with the correct word group, so you will 
employ the AppleWorks REPLACE command. 


To move your cursor to the top of the screen, hold down and press: 


& 0 moves your cursor to the top of the screen 


. Leave your cursor on the first character in your text, on Line 1. 


Hold down and press: 
CG [R] starts REPLACE command . 


selects Text option and displays: ` 
Replace what? - 


Note that AppleWorks has remembered ue ENIM now V which y you previously entered Men ou were 
using the F IND command. ? Eos " a PR 


You must MEI the word Now. To do xn 


Hold down and press: 
ó | | | deletes to the end of a line of text . . | 
| —. NOTE 


It is extremely important that you DO NOT use the spacehar to 


delete words when you are in me PETTE command. 
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Type: 
club | . the word you want to replace. 
displays: Replace with what? 


Press the key to turniton. . - 


Type: Ee noise | 

GROUP the word you wantto replace with 

Press the key to turn it off... 

displays Replace Options 

| replabeb all occurrences of the'wisrd CLUB with the word GROUP 


Case Sensitive Text Option 
The group has decided to read Act Two of The Tempest instead of Act One. 


You need to change One on Line 15 to Two. AppleWorks will search the entire document for each 
occurrence of the word One mane replace it with. the correct word, Two. 


Hold down and press: 
č m moves your cursor to the top of the text 


Leave your cursor on the first character in Line 1. 


Hold down and press: 
G R - | starts REPLACE command 
[C] | selects Case Sensitive Text Option 


Note: This means that AppleWorks will search the text in upper and 
lower case, ‘exactly as you typed. iti in 


Notice that AppleWorks has remembered the word oreviouidy entered when you were using the 
REPLACE command. 

To delete the word, 

Hold down and press: - 

á | | deletes the word -. 
NOTE 


It is extremely important that you DO NOT: use the spacebar to 


delete words when you are in the REPLACE command. 
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CHAPTER Finding and Replacing Text; Moving and Copying Text 


Type: 
One - word you want to replace 
: -  . A displays: Replace with what? . 


Of course, you will have to delete the word previously entered. (Hold down and press the ó [Y]). 


Two | word you want to replace with 
| displays Replace Options 
[A] selects All Option and replaces all occurrences of the word One with 
the word Two | | 


You will notice on Line 15, the One has been replaced with Two. 
You will notice on Line 29 that there is another occurrence of the word one. EE 


However, this word was not replaced because when you chose the Case Sensitive Text Option, 
AppleWorks only recognized the word exactly as you typed it in. 


Thus, One was replaced and one was not replaced. 


OVING TEXT 


The library is temporarily out of copies of The Loneliness of the Long Distance Runner by Sillitoe. 
You need to remove it from the January reading list, and move it to the February list. To do this, 


Place your cursor on the T in The on Line 7. 


Hold down and press: 
Š [M] starts MOVE command 
[w] selects Within document Option 


Press your down cursor twice to highlight the text to be moved. 


NOTE 


When you are highlighting the text to -be moved, AppleWorks 
automatically highlights a blank line underneath the text, so that 


when the text is in its new location it will be correctly formatted. 


accepts the text 


Move your cursor to the H in Heart of Darkness. 

Press: 

moves text to the new location 
You will need to move a February reading to the January list. 


Place your cursor on the H in Heart of Darkness. | 
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Hold down and press: 
& MO i starts MOVE command 
[w] selects Within document Option: 


Press the down cursor key once to highlight text to be moved. | 


. A accepts the text to:be moved `: =» 


Move your cursor to the À in A Visit to the Museum underriéath the Ja anuary eee 


Press: 


a Wis 


moves the text to the new location 
: COPYING TEXT 


To enhance the appearance of the document, you want ins title to also appear at the notom of me 
schedule. i 47 T | 


Hold down and press: 5197 Mr» 
& Be lox ` moves;your cürsorto. the top of the text. 


Leave your cursor on the first character in Line 1. 


Hold down and press: 
& [cl starts COPY command 
[w] selects Within document Option 


Press your down cursor key once to highlight the area you wish to copy. 


| accepts the text to be copied 

Hold down and press: | | Tun i 
ó [9] moves your cursor to ihe end of the document 

"e "copies the text in the new location. , 


Your document should now look like F Fiure 2. 


Before continuing, you must save your document. 


SAVING 7 


Before saving your document, check to see that you T placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier i in this exercise. 


Hold down and press: 


d [S] saves the document. 
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THE CLIPBOARD OPTIONS (CUT AND PASTE) 


Another book group has requested a list of your group's readings. You need to write them a letter 
including this list. | 


Using the COPY command, you will copy à portion of the book schedule to a ‘‘clipboard.’’ Next 
you will type an appropriate letter, and copy the text from the ‘‘clipboard’’ to the letter. 


First you will copy the reading list to AppleWorks' Clipboard. 


Place your cursor on the J in January on Line 5. 


Hold down and press: 
& Cl starts COPY command 
selects To clipboard (cut) Option 


Press your down cursor key until you have highlighted the list of readings just below the last book 
on the list (The World as Will and Idea). 


copies the highlighted text to the Clipboard 


Now you are going to type the letter, so you will need a clear working screen. Press: 


places you in the Main Menu and highlights the first Option: 
Add files to the Desktop 

displays Add files Menu 

- Place your cursor on the third Option, Word Processor and press: 

places you in the Word Processor Menu and highlights the first Option: 
From scratch | 

requests a file name CES 

book letter | file name 

displays a clear working.screen 


Type in the letter as illustrated in Figure 3. 


Now you must save your letter. Press: 


E 


places you in the Main Menu 
Place your cursor on the third Option, Save Desktop files to disk and press: 


| displays Save files Menu 


The Power Of: AppleWorks 


51 


ing Text 


Moving and Copy 


CHAPTER Finding and Replacing Text 


d 


4 


Figure 3 


t 


your file, book letter, and highlights the f 


irs 


p 

o 

re x 

2 a 

X. o 
Q [- 

à o 
o 5 
V O 
S 2 
un had 

o pf y- c 

* oo 

S of 
. EF 
2 80 
cd co 
o o 
9 £e 

pe © 
77 a 0o 

om 2 - 
2 0G 5 
4s Os 
o NSE 
^ "OO 

„2 

je 

(D) 

R- 

P 

£c 

© 

i 

© 

[^] 

$æ 

= 

Q 

i 

o fe 
Pa ac 
9 5 

S |i 

n, «c 


le 


saves the f 


RETURN 


board into the 


£g 
D 
: © 
S 
~~ 
n 2 
T 
(D) 
> 
e 
o 
3 > 
c o 
= 
-®© © 
O > 
o 29 
B A 
ren oO 
2 p 
ee [s] 
= E 
[e] p=] 
D dw 
2 § 
= ples 
o R 
^ 0 
a V 
C a 
S Oo 
Pur 
2 2 
O 
< 
— 
: + 
$t 
e 
ue 
E 
z 
© 
c 
z 
J g 
u x 


the letter 


n 


e placei 


appropriat 


10 


ine 


We on L 


in 


Place 


your cursor on the W 


Id down and press 


Ho 


COPY co 


arts 


st 


" 


mmand 


pboard (paste) Opt 


4 


nserts the text 


d 


ion an 


selects From Cl 


ke Figure 


i 


Your document should now look | 


D 


Of 


. 


orks 


é 


` 


Appl 


ower 


. TheP 


52 


4 


CHAPTER 


; Moving and Copying Text 


Finding and Replacing Text 


4 


igure 


F 


53 


: AppleWorks 


The Power Of 


4 


|. 54 


CHAPTER Finding and Replacing Text; Moving and Copying Text E! o 


. SAVING 


Before saving your document, check to see > that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 


Hold down and press: 

& [S] saves the document _ i l | "A 
To print your document, | | ; E 2 mE 2 = | 

Hold down and piedi: E EET 2 ITE | Rt ; F ; ; | 
d [P] starts PRINT command 

Leave your cursor on Beginning and press: 


displays: 
Where do you want to print the file? 


Place your cursor on the printer you wish to print to and press: 
displays How many copies? - 
Type in the number of copies you want printed. 


RETURN prints the document 
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The AppleWorks' Enter Keyboard Optión allows you to set up your printer so that the printer will 
stop, allowing you to type information directly to the printer. Your printer will start printing again, 
stopping at points you have previously designated, so that you may again add more information. M" 


This AppleWorks’ Enter Keyboard Option will be useful when you need hundreds of the same letter 
sent out to different consumers and each letter needs to be personalized. 


AppleWorks’ simple method of setting up top margins will be presented as a useful ingredient in 
formatting your letter. | 


OPERATIONS PERFORMED 


Loading in the Sample Diskette 
Typing in the Document 

Setting Top Margins 

Using the Enter Keyboard Option 


Saving A! ne, ose ae 


Printing = — i d 
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d [0] selects Printer Options 
ó [P] starts PRINT command - | 
& [s] saves the document | 


If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure 1. 


Place the diskette into Drive 2 and press: 


places you in the Main Menu and highlights the first option: 
Add files to the Desktop 
i displays Add files Menu and highlights the first option: ` 
| The current disk: Drive 2 | 


RETURN displays AppleWorks files . 


E Us Figure 1 | | 
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Place your cursor on Consumer Letter.. 


loads the document (Consumer Letter) onto your screen 
Now that you have loaded Consumer Letter, remove the Sample Diskette from Drive 2, and 


replace it with a formatted data diskette, so that later you will be able to save your corrected 
document on it. | 


Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Setting Margins on Page58.0 = ... | NE Yt 


Í TYPING IN THE DOCUMENT 


If you have purchased this book without the Sample Letter Diskette, you will need to type it in. 


Be sure you have placed a formatted data diskette in Drive 2, so that later you will be able to save 
your corrected document on it. | gos 


In order to type in a new document, you will need to start ‘‘From scratch.” To do this, press: 


[ESC] places you in the Main Menu and highlights the first option: 
Add files to the desktop B | 
` places you in the Add files Menu and highlights the first option: 


The current disk: Drive 2 | 
Move your cursor to the third option, Word Processor, and press: 


| displays Make a new file and highlights the first option, From scratch 


RETURN | displays Type a name for this new file: 
. Consumer Letter file nàme E | | | 
| places you.in your. blank working screen | | 


Leave your cursor on the upper left-hand corner of your screen, on Line 1, and type: 
5s | DR. ad E | l 

Press: 

Press: 

Continue typing in the document as illustrated in Figure i. 

After you have finished typing, to move your cursor to the top of your screen, 

Hold down and press: | 


d a | moves cursor to upper left-hand corner of your text 
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|. 5 CHAPTER Entering Information Directly to the Printer 


"SETTI N G TOP MARGIN 


Since this is a short letter, the only margin you need to change is the top margin. You will change the 
top margin to 1 inch. 


To do this, 

Leave your cursor in the upper left-hand corner of your screen. 

Hold down and press: 

ó [0] starts PRINTER OPTIONS command and displays Option: 


The AppleWorks default for the top margin is 0.0, which means that the top margin is 
automatically set at 0 inches. i 


NOTE. 
In the highlighted default line above the printer options, the top 


margin default is displayed as TM = 0.0. 


To change the setting of the top margin to 1 inch, type: 


- [T] [M] selects Top Margin Option 
displays Inches: 
[1] number of inches 
displays at the top of your working screen: 
———Ó———— — Top Margin: 1.0 inches 
NOTE 


In the highlighted default line above the printer options the top 
margin is now displayed as TM = 1.0. 


ESC returns you to your working screen 


. USING THE ENTER KEYBOARD OPTION 


Your boss wants hundreds of these letters sent out. Each one will be sent to a different consumer, SO 
you need to personalize each letter. 


Place your cursor on the rin Dear. Press: 
[~>] C=] right cursor key, moves cursor two spaces to the right. — . 


Hold down and press: 


& fo 3 starts PRINTER OPTIONS command and displays Option: _ 
[E] [K] selects Enter Keyboard option 
insertsa ^ atthe top of your working screen after the word Dear | 
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[ESC] | returns you to your working screen 


Place your cursor on Line 6, on the second comma (,) after the word offer. 


Hold down and press: 

ó [o] . starts PRINTER OPTIONS command and displays Option: 
EBR ~~ ^ selects Enter Keyboard option 

insertsa in between the two commas 

[ESC] . A returns you to your working screen 


Scroll down to the second paragraph. 


Place your cursor on Line 14, on the comma, and press: 


(= l]L-] right cursor key, moves cursor two spaces to the right 
Hold down and press: 

ó 0 starts PRINTER OPTIONS command and displays Option: 
[E] [K] selects Enter Keyboard option 

^ insertsa ^ atthe end of the paragraph 

[ESC] . | . returns you to your working screen 


You are ready to begin printing your document. 
Hold down and press: . --. | =, 

& [P] | E starts PRINT command 
Leave your cursor on Beginning and press: — 


RETURN displays: 
Where do you want to print the file? 


Place your cursor on the printer you wish to print to and press: 


E displays How many copies? 

| displays at the bottom of your screen Information? 

Type 

Mrs. Paterson, | Information to be added 

prints added information and continues to print the document 
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SAVING 


If you wish to save your document, 


. Check to see that you have placed a formatted data diskette into Drive 2, as you were instructed to 
do earlier in this exercise. | | un 


Hold down and press: 


Gc fs) saves the document 
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In this chapter you will be utilizing AppleWorks' Printer Options to indent a letter and change the 
left and right margins. You will also be shown how to eliminate the formatting, if you should 
choose to do so. The setting and clearing of tabs will also be demonstrated. 


AppleWorks has an interesting option called Group End and Group Begin which you will use in 
order to keep a particular group of words intact, so that they will not be separated when you print 


them out. | Bc o 4 CM OMEN P "M | 


Finally, you will be shown how to employ AppleWorks’ Help option, and how to change the name 
of a file you are currently working on. | | m | 


OPERATIONS PERFORMED: 


Loading the Sample Diskette 

Typing in the Document 

Indenting 

Changing the Left and Right Margins 
Eliminating the Formatting 

Clearing and Setting Tabs 

Using Group End and Group Begin Options - 
Using AppleWorks’ Help Option 

Changing a File Name 
Saving 
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m OADING | THES SAMPIL E DISKETTE 


CHAPTER indenting Text, Setting Margins and Tabs 


S 


C 

co N. starts Change Filename command 

& [0] selects Printer Options command | 
gP starts PRINT command 

G [s] saves the document 

d starts Modify Tab Stops command 

á moves your cursor backward on the tab stops 

á deletes to end of line 

CG [Z] displays the formatting you have created on your working screen 
é[. 


M n displays thelist of AppIONOIKS € commands. 


If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure 1. | 


Place the Sample Diskette in Drive 2 and press: 


[ESC] places you in the Main Menu and highlights the first option: Add files 
| to the Desktop 
[RETURN] displays Add files Menu and highlights the first option, The current 
.. . disk: Drive 2 
. . displays AppleWorks files ' 


Place your cursor on n PrizeLetter. | 


E RETURN] | p E | loads: the document (PrizeLetter) onto your screen 


. Now that you have loaded PrizeLetter, remove the Sample Diskette from Drive 2, and replace it 


with a formatted data diskette, so that later you will be able to save your corrected document on it. 


Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Indenting on Page 65. 


TYPING IN TH "IT )CUM ENT 


Be sure you have placed a formatted data diskette i in n Drive 2, SO that later yon will be able to save 
your corrected document on it. fu ewe ae ud | 


In order to type in a new eccument; you will need to start “From EA ý ' To do this, press: 


[ESC] CE s -€— pisces you in the Main Menu and highlights the first option; Add files 
m to the Desktop | 
RETURN places you in the Add files Menu and highlights | ihe first option, The 


current disk: Drive2 
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Move your cursor to the third opua, Word Procosëor, and press: | 

| displays Make a new file ana highlights the first option, From scratch 

. displays Type a name for this new file: "P e 
PrizeLetter file name | i pode cx 

| places you in the blank working screen 

Leave your sates on the upper ef hand corner f your sereen, o Line’; and stait bb in the 
sample letter as illustrated in Figure 1. 7 on te MD B 


‘ 


You have decided that your letter to the prize winner would be improved in appearance if the prizes 
were numbered, and the section mentioning the prizes were indented. - 


Place your cursor onthe first characteronLine6: — 0 | 
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CHAPTER Indenting Text, Setting Margins and Tabs 


Hold down and press: 
ó (ol - >, Eee a " "starts PRINTER OPTIONS command and displays Option: 
[1] [N] | Selects indent Option 


, Clsplays Chars: 
i number of characters to indent 


displays: on your working screen (above the section you want to 
indent): ———————— Indent: 5 chars 


[ESC] returns you to your working screen 


AppleWorks’ Indent Option creates a hanging indent, thus the first line of each paragraph will not 


.be indented. | 


u ow E NEC 


Now you will number the prizes. To do this, 
Leave your cursor on the F in Free on Line 7 and type: 


[11 [] number of first prize 


| Press. your Space Bar three times. 


Place youre cursor on the first character, the A, on Line 10 m type: 


i (] d TS PCI "number of Gadond nies 


Press; your Space Bar three times. 

Place your cursor on the first character, the A, añ Line 14 and type: 

ag 7 M | number of third prize 

Press your Space Bar three times. 

Observe that when you typed in the nümber 3 and pressed your Space Bar three times, AppleWorks’ 
wraparound function automatically brought down the word preferred to the next line, and 


automatically indented it, because of the Indent Option which you previously employed. 


So that the balance of the letter will not be indented, you will perform the following procedure: 


Place your cursor on the first character, the Y, on Line 17. - 


Hold down and press: — | 

á | aiai PRINTER OPTIONS command and displays Option: 
[][N - |. . selects Indent Option 

l1 S displays Chars: 
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number of characters to indent 


displays on your working screen (below. the section you indented): 
———— — — — indent: 0 chars 


returns you to your working screen 


The prize information would stand out better if it were formatted with a narrower margin than the 7 


rest of the letter. To do this, 


Place your cursor on the number 1 on Line 7. 


Hold down and press: 


č 0 
[L] [M] 


NI 


EZ 


[RETURN] 


N] 


[RETURN] 
(ESC) 


starts PRINTER OPTIONS command and displays Option: 
selects Left Margin Option ] 
displays Inches: | 

number of inches 


displays on your working screen (above the section you indented): 
——— — ce — — — Left Margin: 2.0 Inches. TES 


selects Right Margin Option 
displays Inches: 
number of inches for right margin 


displays on your working screen (above the section you indented): 
——M—— — — Right Margin: 2.0 inches 


returns you to your working screen — . 


Now you must setorruit the information below the prizes, to dó this, e 


Place your cursor on the Y in Yes on Line 23. 


Hold down and press: 


$ [o] 
[L] [M] 


_ Starts PRINTER OPTIONS command and displays Option: _ 


selects Left Margin Option 
displays Inches: | 
number of inches | 


displays on your working screen (below the section you indented): 
————Ó— — — Left Maígin: 1.0 inéhes  — 


selects Right Margin Option 
displays Inches: 
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ELIMINATING THE FORMATTING — 


If you later decide that you no longer wish to have any paragraphs indented, or if you decide you 
would like to go back to your original margins, you may delete the printer options by pressing: 


ó Z starts ZOOM IN command and alepiays the formatting you have 
created on your working screen | 


Place your cursor on the option you wish to delete. 


Hold down and press: 
6 [D] starts DELETE command and highlights the option 
deletes the option i 
ó [Z] starts ZOOM OUT command, eliminates the sud display 


CLE ARING AND SETT ING TABS 


At the top of your screen you will see short vertical lines s set at NAY five spaces. Each vertical line 
represents a tab stop. 


To clear and set tab stops, mE | | 2: i ‘ 
Hold down and press: - 


ó starts MODIFY TAB STOPS command and locates your cursor at the 
upper left-hand corner of your Screen, on maine ruler | 


Your cursor now takes the shape of a blinking rectangle. - 

To clear a tab stop: | | 

Using your right cursor Kev move to the first tab stop (the first vertical ine) and press: 
[C] | clears the first tab stop “x | 

Using your right cursor key, move to the next tab stop and press: f 

[C] | . — ,elearsthe next tab stop . oe 

To clear all of the tab stops simultaneously, | 

Leave your cursor on any location on the ruler, and press; 

[R] clears all tab Stops. 

To set atab, 


Using your right or left cursor r keys, move your cursor to. the place where you want. to set a. tab stop 
and press: | 


[] sets a tab stop 
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CHAPTER Indenting Text, Setting Margins and T abs ` 


To set another tab stop, 


Using your right or left cursor keys; move your cursor to Te piace Niere you want to set another 
tab stop and press: 


[S] ka piin, -sets another tab stop. 


E e iV prt HRS 


[ESC] ; ; retums you to your xem screen 
Leave your cursor on the first character of any line, and press: 
moves your cursor forward to the second tab stop 
Hold down and press: | | 

á mE meres your cursor backward on the tab stops 
USING GROUP END AND'GROUP:BEGIN OPTIONS | 


There are times when you will have a section of text you do not want separated when it is printed 
out, for example, the two lines below the signature at the bottom of your letter. This is an occasion 
when you will utilize AppleWorks' Group End and Group Begin Options. 


Place your cursor on the S in Steve at the bottom of your letter (the first character of the group of 
words you want to remain together.) | 


Hold down and press: 


GO) |  .,,., starts PRINTER OPTIONS command and 4 displays Option: 

[G] di EIL "selects Group Begin Option E 

| deneys above the group on your working screen 
——————— Group Begin | 

ESC returns you to your working screen 


Place your cursor. on the pane me DROW the group of words. 


Hold deca and press: 


& [o] | starts PRINTER OPTIONS command and displays Option: 
[G] [E] selects Group End Option 
displays below the group on your working screen 
—————— — — Group End 
ESC | roturns you to dud oe screen | 


The group you have designated will remain together. When you print your document, AppleWorks 
will not separate the group. | 


USING APPLEWORKS' HELP OPTION — 


To see a list of AppleWorks’ Apple commands, 


' Hold down and press: 
The Power Of: AppleWorks 


Indenting Text, Setting Margins and Tabs CHAPTER 


d [?] displays the list of AppleWorks' commands 
Use your down cursor keys to move down the list and see all of the options. 
 [ESC] aims you to your working screen 
CHANGING A FILENAME O 


You will observe that the name of thé file: you ‘are ‘currently working o on is displayed at the upper 
left-hand corner of your screen, above the ruler. 


You have decided to change the name of your file, 
Hold down and press: 


CG N starts CHANGE FILENAME command and displays 
Type filename: — 


Type 1 in the name of your choice. | 4 E utes o MEE ae 


To delete the old name, 


Hold down and press: | ! NE T TEE 
G | deletes to end of file 
RETURN changes the file name and returns you to your working screen 


Note: the file name at the upper left-hand corner of your screen, above 
the ruler, has now been changed 


SAVING 


Before saving your document, she to ‘see c that) you Pc placed: a | fóimatted. data diskette into 
Drive 2, as you were instructed to do ue in this exercise. 


Hold down and press: 
à Is] | . saves the document 
PRINTING 


To print your document, 


Hold down and press: 
d [P] starts PRINT command 
Leave your cursor on Beginning and press: : 


| .. displays: 
Where do you want to print the o file? 


Place your cursor on the printer you wish to print to and press: 
. displays How many cóflés? 
Type in the number of copies you want printed. e 

prints the document. es 
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DESCRIPTION 


There will be times.when you will need to access à Spreadsheet Document so that you may combine 
it with a Word Processor document. - | | 


For example, perhaps you have received a request from a potential investor for some particular 
Stock activities. —  . 4o PUN TUN | | 


First you will have your secretary write a letter, using AppleWorks’ Word Processor program. | 


Now you want to combine the letter she has written with the Spreadsheet which contains the stock 
information.. © Qu DB ir E | buie E) 


Use the following directions to perform the operation. EA 
Start the access operation from the Main Menu., © 7 0707 € 
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CHAPTER Accessing a Spreadsheet 


ACCESSING THESPREADSHEET 


To insert a Spreadsheet document into a Word Processing document, 


First place the data diskette containing the Spreadsheet information into Drive 2. Then press: 


B 


places you in the Main Menu and highlights the first option: 
Add files to the Desktop 


displays Add files Menu and highlights the first option: 
The current disk: Drive 2 


displays AppleWorks’ files 


Place your cursor on the Spreadsheet you wish to access and press: 


loads the Spreadsheet onto your screen © 

Hold down and press: 

& [P] displays: Print? and highlights the first option, All 
[A] selects All option and displays: 


Where do you want to print the report? 


Move your cursor down to the fourth option, The Clipboard (for the Word Processor), and 
press: | 


| displays: Type report date or press Return: 
RETURN. 


places the spreadsheet information on the clipboard, and assures you 
that you may now move it onto your Word Processor document 


SPACE BAR returns you to the Spreadsheet document 


Now place the diskette containing the letter which you previously created with AppleWorks’ Word 
Processor, into Drive 2, and press: 


[Esc] places you in the Main Menu and highlights the first option: 
| Add files to the Desktop 


RETURN displays Add files Menu and highlights the first SPHOIS 
| The current disk: Drive 2 | 


. displays AppleWorks’ files - 


Place your cursor on the Word Processor document you wish to access and press: 


RETURN loads the Word Processor document onto your screen. 


Move the cursor to the place where you want to insert the Spreadsheet document. 
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Hold down and press: 
á A 2 selects the Copy option and displays Copy Text? 
[F] selects From clipboard (paste) option and inserts the Spreadsheet 
. document into the Word Processing document 
NOTE 


Observe that the Spreadsheet margins changed when it was © 
inserted into the Word Processor document, to conform to the . 
Word Processor document's margins. . 


When inserting a Spreadsheet document, it is advisable to 
consider whether or not the Word Processor margins will accept 
the entire width of your Spreadsheet. You may have to adjust 
either the margins of the word Processor document, or the 
margins of the Spreadsheet, whichever is most convenient. | 


SAVING | | 


Before saving your document, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 


Hold down and press: 


d IS] saves the document 


PRINTING 


. To print your document, - 

Hold down and press: 

& [P] starts PRINT command 
Leave your cursor on Beginning and press: 


displays: 
Where do you want to print the file? 


Place your cursor on the printer you wish to print to and press: 
RETURN displays: How many copies? 
. Type in the number of copies you want printed. 


RETURN prints the document 
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INTRODUCTION TO SPREADSHEET 


The exercises in this section of The Power Of: AppleWorks have been purposely designed to pro- 
vide an opportunity to easily follow the logic of AppleWorks' functions and commands, and then 
apply those functions and commands to specific problems. | 


Each exercise in The Power Of: AppleWorks' spreadsheet section is self-contained. Each 
demonstrates some special ability or abilities that will broaden your knowledge and skills in using 
AppleWorks' spreadsheet program as a problem-solving tool for your special applications. 


The AppleWorks' spreadsheet format is arranged on the computer screen in columns and rows. The 
worksheet format is illustrated below in Figure 1. . 


The AppleWorks worksheet columns are identified by letter designations, the rows by numbers. 
Each position where a column and row intersect is a ‘‘cell’’ location. Visualizing your worksheet as 
a street map, you can locate any cell on your worksheet using a letter and a number designation 
(such as B4) to identify its distinctive column and row intersection. 


The relationships between values in cells on your worksheet are determined by simple instructions 
entered into the coordinates in the form of algebraic formulas. (Don't get panicky; that just means 
(a + b) and other similar expressions.) By visualizing the street map grid image and following the 
exercises, you will easily and quickly catch on to the power of AppleWorks and how it can work for 
you. 


Figure 1 


You will see displayed at the bottom of thé screen, at the lower right-hand corner: A—? for Help 


Anytime you need help, and wish to see a list of the spreadsheet Apple commands, hold down the 
Cj key and press ? 
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DESCRIPTION . 


An Accounts Payable worksheet has been set up which calculates the particular discount amount 
for each customer and the amount of net payable. Then the totals of the invoice amounts, the 
discount amounts and the net payable amounts are totalled. 


Once the worksheet has been set up, it can be used each month for entering new accounts and new 


invoicing information. 


You will be sorting the account names on your worksheet, as well as splitting the screen with 
AppleWorks’ Window command. 


OPERATIONS PERFORMED 


Loading the Sample Diskette 


Starting a Worksheet from Scratch 
Setting up the Worksheet Format 
Entering Mathematical Formulas 
Making Worksheet Entries 

Sorting the Account Names 


Windows 
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1 EXERCISE Accounts Payable 


Setting and Removing a Fixed Titles Area 

Saving 

Preparing the Worksheet for the Next Month’s Entries 
Saving Under a Different Name | 
Setting Up Your Printer 


Printing 


FUNCTIONS USED 


@ SUM 
CONTROL [Y] deletes to end of line | 


COMMANDS USED 


SEa | Arrange Command 


á Blank Command 

d [c] Copy Command 

Š [H] Prints entire contents of screen 
Á Il Jump Command 

ái mE Layout Command 

& [P] Print Command 

(w S e T Displays Desktop Index 

á Titles Command 

e [w] | Window Command 


& m moves cursor to top of worksheet 


DART TEA, daa 


LOADING THE SAMPLE DISKETTE. - 


If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 86) into your computer. 

First you will load the AppleWorks Program into your computer. 


You will see the Main Menu displayed on your screen. 
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Accounts Payable EXERCISE 


The first option, Add files to the Desktop, will be highlighted, SO press: 


displays options 
Note: If you do NOT see displayed at me upper left-hand corner 
of your screen the words: | 
Disk: Drive 2, 


Place your cursor on the 2nd option, A different disk 
displays disk drives | 
Place ee cursor on the 2nd option; ais 2 


| "highlights 18t option; ` 
The current disk: Drive 2 


RETURN ‘displays a list.of the files on the Sample 
Diskette. (Skip the next note and go down to 
^g the paragraph below) i | 


Note: If you see Disk: Drive 2 displayed at the upper left-hand 
| corner of your screen, — 


Leave your cursor on the ist option, The Current disk: 
Drive 2 


displays a list of the files on the Sample 
Diskette 


Place your cursor on the file you wish to load into your computer, in this case, AcctsPayable, and 
press: i 


RETURN loads AcctsPayable onto your screen 


Now skip the next paragraph entitled Starting From Scratch, and go to the paragraph entitled 
Making Worksheet Entries, on Page 89. 


STARTING A WORKSHEET FROM SCRATCH - 


After loading PEDIC NOINS into your computer, yous NM see PEE Main Menu Pae on your 
screen. T —-— M | 


The first option, Add files to the ee will be ye highlighted. - 
Press: 
displays Add Files menu 


Place your cursor on the 5th option, Spreadsheet. 


displays 
Make a new file: 
and highlights: 
From scratch 


RETURN requests a file name 
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EXERCISE Accounts Payable 


Your file name must consist of no more than 15 characters. Example: 


Accounts file name 
RETURN displays your working screen 


At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 


At the top of your screen, in the center, you will see the words: REVIEW/ADD/CHANGE. You 
are now ready to set up your worksheet. 


SETTING UP THE WORKSHEET FORMAT 


To set up your worksheet, use the following directions, copying Figure 1, retaining exact row and 
column locations of all information. 


Figure 1 


The first operation will be to expand the width of all the columns on your worksheet to 12 
characters. 


NOTE | 


When AppleWorks is first loaded into the computer, each column 
has a default width of 9 characters. 
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Place your cursor on column A. 


Hold down and press: 
d starts LAYOUT command 
[c] selects Columns option, and highlights column A 


Using your cursor key, move your cursor to column F. 


RETURN] - "E prepares to receive additional information 
[c] selects Column width option 


Hold down the ($ key and press: 
[— |=] Te] right cursor key, expands column width by 3 characters 


Note: Each time you press the right cursor key your column(s) 
will expand by one character. 


Each time you press the left cursor key your column(s) will 
decrease by one character. 


: B executes the command and expands the width of all columns to 12 


Type in the labels in Rows 1, 2 and 13 as illustrated in Figure 1. 


Now that you have typed in your labels, you will center the labels in Rows 1 and 2. 


Place your cursor on Al. 

Hold down and press: 

á starts LAYOUT command 
| selects Block option 


Move your cursor to F2. The screen will reverse to show you the area being centered. 


RETURN prepares to receive additional information 
| selects Label format option 
[C] selects Center option and centers the labels 


To enter the dashed line on Row 3, on your worksheet, 


Place your cursor on A3 and type: 


[] -— quotation mark — prepares cell for label 
——————————— twelve dashes (do notuse the shift key) 
accepts the label 
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1 EXERCISE | Accounts Payable: 


The column your cursor is on will now have a line of dashes across its width. To extend the dashed ` 
line in the same row across the remaining columns, 


Leave your cursor on A3. 

Hold down and press: 

d Ici starts COPY command 

[W] selects Within worksheet option 
m accepts source - 


Move your cursor to B3, first cell to copy into. 

[*] ellipsis — indicates from-to 

Move your cursor across Row 3 to Column F. 

executes the command and nieces a dashed line across Row 3 
To enter the double-dashed line on Row 12, - 

Place your cursor on A12 and type: 

[7] mE quotation mark — prepares cell for label 
============ twelve equal signs (=) 

accepts label 


The column your cursor is on will now have a double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 


Leave your cursor on A12. 


Hold down and press: 

& [c] starts Copy command 

[w] selects Within worksheet option 
accepts source ` 


Move your cursor to B12, first cell to copy into. 
[e] ellipsis — indicates from-to 
Move your cursor across Row 12 to Column F. 


- executes the command and places a double-dashed line across 
Row1i2 DUET Ps 


To format some of the cells on your worksheet to display in dollars and cents, 


Place your cursor on B4. 


84 The Power Of: AppleWorks 


Accounts Payable 


Hold down and press: 
ó | starts LAYOUT command 
selects Block option 


Move your cursor to B11. The screen will reverse to show you the area being formatted. 


prepares to receive additional information 

[V] selects Value format option. BEEN 

[D] selects Dollars option, and egesta number of decimal places 
[2] number of decimal places 
[RETURN] | ' executes the command t > QE 

Place your cursor on E4. 

Hold down and press: | | E 

é 0 /—— starts LAYOUT command E MN. 

selects Block option 


Move your cursor to F11. The screen will reverse to show the area being formatted. 


prepares to receive additional information 

[V] selects Value format option 

[D] selects Dollars option, and requests number of decimal places 
[2] number of decimal places 

. executes the command 

Place your cursor on B13. 

Hold down and press: 

á starts LAYOUT command. 

| .. selects Blockoption . 


Move your cursor to F13. The screen will reverse to show the area being formatted. 


prepares to receive additional information 

[V] selects Value format option - 

[D] selects Dollars option, and requests number of decimal places | 
[2] number of decimal places 


- 


[RETURN] executes the command 


EXERCISE 
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Now you will format Column D so that it will read as a percent. 


Place your cursor on D4 


Hold down and press: 


: s . 
t 5 . 


á starts LAYOUT command 


selects Block option 


Move your cursor to D11. The screen will reverse to show the area being formatted. 


RETURN prepares to receive additional information 
[V] | selects Value format option | 
[P] selects Forconi option, — requests number of decimal places 
[0] number of decimal places | 


RETURN . ' executes the command  . Il x 


Your worksheet should now look like Figure 1. e ZEE 


You will now enter the mathematical formulas that will establish the relationship between column 
and row positions. The formulas and their positions are illustrated in Figure 2. 
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Formula one, in the Discount Amount column, multiplies the Invoice Amount by the Discount 
Percent. 


Place your cursor on E4 and type: 


+ prepares the cell to accept a numeric expression 
B4 Invoice Amount 

. multiplies 
D4 | Discount Percent 
enters the formula 


Formula two, in the Net Payable column, subtracts the Discount Amount from the Invoice 
Amount. | 


Place your cursor on F4 and type: 


t prepares the cell to accept a numeric expression 


B4 | Invoice Amount 
— subtracts 
E4 Discount Amount 
enters the formula n 


Now you will copy the two formulas just entered down their respective columns. 


Place your cursor on E4. 

Hold down and press: 

& [c] starts COPY command 

[W] selects Within worksheet option 


Move your cursor to F4. The screen will reverse to indicate the area being copied. 

accepts source and prepares to receive additional information 
Move your cursor to ES, first cell to copy into. 

[*] ellipsis — indicates from-to 


Move your cursor to E11, last cell to copy into. 


prepares to receive additional information 

[R] 

[R] | | B 
[R] tells the command to copy the cell address in the formula relative to its 
[R] new location 


Formula three, in the Total Row, the Invoice Amount column, adds the values in the Invoice 
column. 
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When entering formula three, or any other formula, you have the 
option of using a different method to enter the formula. 


In the formula you are about to enter, Formula three, you will 
employ this different method. : . 


YOU WILL USE YOUR CURSOR KEY TO GO TO the cells you wish 
to include in your formula. Note that when you use this method, it 
is not necessary to actually type the cell location. 


Place your cursor on B13 and type: 
Q SUM( - starts SUM function 
Move your cursor to B3, first cell in list to add. 
° i | | ellipsis — indicates from-to 
Move your cursor to B12, last cell in list to add | 


RETURN prepares to receive additional information E 


) | | |. parenthesis, closes list 
RETURN] — | . enters the formula 


Next copy the formula just entered across the row into Columns E and F. 


Leave your cursor on B13. 


Hold down and press: E | 

á [c] starts COPY command 

[W] | selects Within Worksheet option 
accepts source 


Move your cursor to E13, first cell to copy into. 
[e] ellipsis — indicates from-to | 


Move your cursor to F13, last cell to copy into. 


[RETURN prepares to receive additional information 
[R] tells the command to copy the cell address in the formula relative to its 


[R] new location 


Your worksheet should now look like Figure 2. 
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MAKING WORKSHEET ENTRIES : 00s o 


Using the following instructions you will now. make entries into yous worksheet as ; illustrated i in 
Figure 3. | oa | 


Place your cursor on A4. 

Type in the account name. 

. senteret VUES i : ^ 

Place your cursor on B4. x mE BD 

Type in the invoice amount. 

enters the invoice amount | 

To type the invoice date into C4, use the following directions. 

Place your cursor on C4 and type: 

[+s] quotation mark, prepares cell to accept label 


Next, press your space bar three times (to indent the label) and type: 


3-12-83 label 
| enters the label 


Now place your cursor on D4 and type: 


.02 | discount percent 
RETURN enters the value 


Place your cursor on A5, and continue entering the text and values into columns A, B, Cand D. 


Never enter values into cells which contain formulas, or the 
formulas will be erased. s 


After you have entered all your values, your worksheet should look like Figure 3. 


JY 
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Figure 3 


SORTING THE ACCOUNT NAMES 


If you wish to sort your account names so that they will appear in alphabetical order, 


Place your cursor on A4. 
Hold down and press: 


& [Al starts ARRANGE command 


Move your cursor to A11. The screen will reverse to indicate the area being sorted. 


displays: 
Arrange options 
and highlights the first option: 
labels from A to Z | 


RETURN] returns you to your worksheet 


Observe that your account names are now in alphabetical order. 


Your worksheet should now look like Figure 4. 


NOTE 


The Arrange options allow you to sort your labels in two ways: 


From A to Z, or from Z to A. 
You can also sort the values on your worksheet in two ways: 


From 0 to 9, or from 9 to 0. 
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Figure 4 


WINDOWS 


AppleWorks’ Window command allows you to split your screen either horizontally or vertically. 
Splitting the.screen on your worksheet has many useful purposes. For example, you may wish to 
examine the discount percents that you are giving to each of your accounts. To utilize AppleWorks' 
Window command for this purpose, | 


Place your cursor on B4. | 

Hold down and press: 

d W starts WINDOW command 

[S] | selects Side-by-side option and splits your screen vertically 


Press your right cursor key six times, which will bring the Discount Percent column to the right of 
the Account Name column. E 


Your worksheet should now look like Figure 5, and you will be able to study the information with 
greater ease. 


If you wish to view the Invoice Datés and the Account Names in closer proximity, 


Press your left cursor key five times, and you will observe that the Invoice Date column is now 
directly to the right of the Account Name column. 


To move from one window to the other, 
Hold down and press: 


gm v starts JUMP command and moves cursor from one window to the other 
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Figure 5 


When you have a window on your screen and you wish to print it, 
Hold down and press: 

& [H] prints the document 

To close the window on your screen, 

Hold down and press: 

ó wW] starts WINDOW command 


selects One option and eliminates the window on your screen 


AppleWorks lets you set in place a fixed titles area at the top or at the left of your worksheet, or 
both. 


In the following example, you will set and fix the titles at the top of your worksheet, Rows 1 and 2. 


Place your cursor on A3, 
Hold down and press: 


á starts TITLES command 


T selects Top option, and “fixed” the titles at the top of your page 


Hold down the down cursor key and scroll down your worksheet until the Total Row and the 
double-dashed line are moved up, directly beneath the titles. | 


You will observe that the amounts in the Total Row are now underneath your titles and may be 
viewed more easily. | | 


Your worksheet should now look like Figure 6. 
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Figure 6 


To remove the fixed title area, 


Hold down and press: 


starts TITLE command ~— | 
selects None option | 
Hold down and press: 


& [tl | moves your cursor to the top of your worksheet 


You will now want to save your worksheet. 


SAVING | 


To save a file which has not been previously saved, used the following directions. 
Place a formatted data diskette in Drive B and press: 

places you in the Main Menu 
Place your cursor on the third option, Save Desktop files to disk, and press: 
RETURN highlights the name of your current file 


RETURN displays options 
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Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words Disk: Drive 2, 


. Place your cursor on the 2nd option, 
First change to a different disk or directory 


displays disk drives 
Place your cursor on the 2nd option, Drive 2 
highlights 1st option: 

Save the file on the current disk 


and displays: Disk: Drive 2 
in the upper left-hand corner of your screen 


saves the file 
[ESC] returns you to your worksheet 


Note: If you see Disk: Drive 2 
displayed at the upper left-hand corner of your screen, 


Leave your cursor on the 1st option, and press: 


saves the file and brings you back to the 
| Main Menu 


[ESC] returns you to your worksheet 


Now that your worksheet has been saved, you will want to prepare it for the next month's entries. 


PREPARING THE WORKSHEET FOR THE NEXT MONTH'S ENTRIES 


Before you can make new entries for the next month, you will erase the values in Columns A, B, C | 
and D. To do this, | 


Place your cursor on A4. 

Hold down and press: 

d starts BLANK command 
| selects Block option 


Move your cursor to D11. The screen will reverse to show you the area being erased. 


RETURN executes the command 


When you used the BLANK command to erase the values in Columns A, B, C and D, AppleWorks 
also erased the formatting. 


To restore the formatting, place your cursor on B4. 


Hold down and press: 
G starts LAYOUT command 
| selects Block option 
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Move your cursor to B11. The screen will reverse to show the area being formatted. 


prepares to receive additional information | 
selects Value format | 

[D] selects Dollar option 

[2] number of decimal places 

executes the command 


Now place your cursor on D4. 


Hold down and press: 
CG starts LAYOUT command 
selects Block option 


Move your cursor to D11. The screen will reverse to show the area being formatted. 


prepares to receive additional information 
selects Value format ` 

[P] selects Percent option 

[0] number of decimal places 

| .  executes the command 


Your worksheet is ready and you may make your new entries. 


After making your entries, you will want to save your worksheet again under a different name. 


SAVING UNDER A DIFFERENT NAME 


To save your file under a different name, place the data diskette containing the information in 
Drive B and press: 


[ESC] places you in the Main Menu 


Place your cursor on the third option (Save Desktop files to disk) and press: 


highlights the name of your current file 
[RETURN] displays: 


You made changes to this file 
and highlights first option: 
Save the file on the current disk 


displays options 
Place your cursor on the second option, Save with a different name. 


displays: 


Type a new name for this file: 
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Your file name must consist of no more than 15 characters. Example: 


AccountsTwo file name 
RETURN saves the new file, and brings you back to the Main Menu 
[ESC] | returns you to your worksheet 


SETTING UP YOUR PRINTER 


To set up your printer, press: 


g 


displays the Main Menu 


Place your cursor on the 5th option, Other Activities. 


displays Other Activities menu 


Place your cursor on the 7th option, Specify information about your printer(s). 


[RETURN] displays Printer Information menu 


Place your cursor on the 2nd option, Add a printer. 
RETURN displays a list of printers 
Place your cursor on the name of the printer you are using and press: 


^ displays at the bottom of your screen: 
Type a name: 


Type in any name you choose. The name must consist of no more than 16 characters. 

displays Slot options, and highlights Slot 1 

The most likely method of access will be Slot 1, so press: 

| displays options 

If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers 1 through 4. However, at this point, you can change any of the 
values depending on your own printer. 


Your printer is now set up, so to return to your worksheet, 


Hold down, and press: 


& [9] displays Desktop Index and highlights your current worksheet 
returns you to your current worksheet 


Now that you have set up your printer, you are ready to print your document. 
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PRINTING = 


To print your entire document: 
Hold down and press: 
& [P] | starts PRINT command 


[A] selects All option, and displays: 
Where do you want to print your report? - 


The name of the printer you previously specified will be highlighted. 


RETURN displays: 
Type report date or press Return 


At this point, if you wish to date your worksheet, type in a date. 
NOTE . 


If a date is already displayed, you will: want to first erase it, before 
typing in a new date. To do this, 


Place your cursor on the first character in the date. 


Hold down and press: 


CONTROL deletes to the end of the line 


Now you may type in your new date. 


displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, ne in the number of copies you wish to 
print. 


RETURN prints the document 


To print a portion of your worksheet, for example, if you wish to ape only the first three columns 
of information, 


Place your cursor on Al. 
Hold down and press: 
& IP] starts PRINT command 


selects Block option 
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Move your cursor to C12, the area you wish to print. The screen will reverse to show you the area to 
be printed. 


RETURN | displays: 
Where do you want to print your report? 


E The name of the printer you previously specified will be highlighted. 


displays: 
Type report date or press Return 


At this point, if you wish to date your worksheet, type in a date. 
B NOTE 


If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, i 


Place your cursor on the first character in the date. 
Hold down and press: 


[Y] deletes to the end of the line 


Now you may type in your new date. 


displays: 
f How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 


prints the document 
NOTE 


Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 


repeat the procedure. All you need to do is to follow the 
instructions in the above paragraph entitled Printing. 


Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do this, 


Hold down and press: 


d [H] prints entire contents of screen 
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DESCRIPTION 


You will set up and maintain a stock portfolio with current and past information on stocks. 


Formulas will be entered which will determine the Purchase Gross, the Market Gross, the Gain $, 
the Gain %, the Expected Return, and the Return Ratio. 


The High and Low Estimates and the Beta percentages in this exercise were taken from the Value 
Line Investment Survey newsletter. 


OPERATIONS PERFORMED 


Loading the Sample Diskette 
Starting a Worksheet from Scratch 
Setting up the Worksheet Format 
Entering Mathematical Formulas 
Entering the Data | 
Saving 

Setting up your Printer 


Printing 
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FUNCTIONS USED: ©: 

@AVG 

@SUM 

deletes to end of line 
COMMANDS USED -— DEDE 

ól | Copy Command 

é H] Prints entire contents of screen 
$ Layout Command 

$ [F] Print Command 

ó [aJ Displays Desktop Index 


If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 105) into your computer. 


First you will load the AppleWorks Program into your computer. 

You will see the Main Menu displayed on your screen. 

The first option, Add files to the Desktop, will be highlighted, so press: 
-= displays options 


Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words: Disk: Drive 2, 


Place your cursor on the 2nd option, 
A different disk | 


. [RETURN] displays disk drives 


Place your cursor on the 2nd option, 
Drive 2 
[RETURN] highlights 1st option: 

. .  . The current disk: Drive 2 


displays a list of the files on the Sample 
| Diskette. (Skip the next note and go down to 
the paragraph below) 


Note: If you see: Disk: Drive 2 
displayed at the upper left-hand corner of your screen, 


Leave your cursor on the 1st option, 
The Current disk: Drive 2 


displays a list of the files on the Sample 
Diskette | 
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Place your cursor on the file you wish to load into your computer, in this case, Stock, and press: 
RETURN loads Stock onto your screen 


Now skip the next paragraph entitled Starting A Worksheet From Scratch, and go to 
the paragraph entitled Entering the Data on Page 109. 


STARTING.A WORKSHEET FROM SCRATCH BL. gU 


After loading AppleWorks into your computer, you will see the Main Menu displayed on your 
Screen. 


The first option, Add files to the Desktop, will be highlighted. 
Press: 


displays Add Files menu 


Place your cursor on the 5th option, Spreadsheet. 


| displays: 
Make a new file 
and highlights: 
From scratch 


RETURN requests a file name 


Your file name must consist of no more than 15 characters. Example: 


Stock file name 
RETURN displays your working screen 


At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 


At the top of your screen, in the center, you will see the words: REVIEW/ADD/CHANGE. You 
are now ready to set up your worksheet. 


SETTING UP THE WORKSHEET FORMAT.) — o=o — 


Using the following directions, set up your worksheet by copying Figure 1, retaining exact row and 
column locations of all information. 


First type in your labels as shown in Figure 1. You will center them later. 


Now that you have typed in your labels, you will center the labels on Rows 3 and 4. To do this, 


Place your cursor on A3. 

Hold down and press: 

á starts LAYOUT command 
selects Block option 
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Move your cursor to N4. The screen will reverse to indicate the area being formatted. 


[RETURN] prepares to receive additional information 


selects Label format option 


selects Center option and centers the labels 
To enter the dashed line on Row 2, on your worksheet, 
Place your cursor on A2 and type: 


[5] | . quotation mark — prepares cell for label 


——— — — —— — — nine dashes (do not use the shift key) 


accepts the label 


The column your cursor is on will now have a line of dashes across its width. To.extend the dashed 
line in the same row into Column B, 


Leave your cursor on A2. 
Hold down and press: 


' 


starts COPY command 


[w] selects Within worksheet option | 
RETURN accepts source 


Move your cursor to B2, first cell to copy into. 


{RETURN executes the command and copies the dashed line into Column B 
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To enter the dashed line on Row 5, on your worksheet, 


Place your cursor on A5 and type: 


[>] = | quotation mark — prepares cell for label 
———————— nine dashes (do not use the shift key) 
accepts the label 


The column your cursor is on will now have a line of dashes across its width. To extend the dashed 
line in the same row across the remaining columns, 


Leave your cursor on AS. 
Hold down ana press: 
ó [c] starts COPY command 
[w] selects Within worksheet option 
accepts source 


Move your cursor to B5, first cell to copy into. 

[e] ellipsis — indicates from-to 

Move your cursor across Row 5 to Column N. 

executes the command and places a dashed line across Row 5 
To enter the double-dashed line on Row 14, | 

Place your cursor on A14 and type: 

[e] | quotation mark — prepares cell for label 

SS a2 SS = nine equal signs (=) | | 

accepts label 


The column your cursor is on will now have a: double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 


Leave your cursor on A14. 


. Hold down and press: 
& [cl starts COPY command 
[W] selects Within worksheet option 
accepts source 


Move your cursor to B14, first cell to copy into. 


[e] ellipsis — indicates from-to 
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Move your cursor across Row 14 to Column N. 


| executes the command and places a double-dashed line across 
Row 14 


To enter the double-dashed line in Row 17, 

Place your cursor on A17 and type: 

[>] quotation mark — prepares cell for label 
-———-——----c- nine equal signs (z) | 


RETURN accepts label 


The column your cursor is on will now have a double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 


Leave your cursor on A17. 


Hold down and press: 


& {cl starts COPY command 
[W] selects Within worksheet option 
. AJ accepts source 


Move your cursor to B17, first cell to copy into. 
[e] ellipsis — indicates from-to 
Move your cursor across Row 17 to Column N. 


RETUR executes the command and places a double-dashed line across 
Row 17 


Your worksheet should now look like Figure 1. 


ENTERING MATHEMATICAL FORMULAS | | 


You will now enter the mathematical formulas that will establish the relationship between column 
and row positions. The formulas and their locations are illustrated in Figure 2. 


Formula one, in the Purchase Gross column, multiplies the Shares by the Purchase Price. 


Place your cursor on F6 and type: 


+ prepares the cell to accept a numeric expression 
C6 Shares | 

* multiplies 
D6 Purchase Price 
enters the formula 


Formula two, in the Market Gross column, multiplies the Shares by the Market Price. 
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Place your cursor on G6 and type: 


+ prepares the cell to accept a numeric expression 
C6 Shares 

* multiplies 

E6 Market Price 

RETURN enters the formula 


Formula three, in the Gain $ column, subtracts Purchase Gross from Market Gross. 


Place your cursor on H6 and type: 


+ prepares the cell to accept a numeric expression 
G6 Market Gross | E | | 
— subtracts | 

F6 Purchase Gross 

RETURN | enters the formula 


Formula four, in the Gain % column, calculates the percent of dollars gained, by dividing Gain $ by 
Purchase Gross. 


Place your cursor on I6 and type: 


t prepares the cell to accept a numeric expression 
H6 Gain $ i 
/ . divides | 
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H 


F6 Purchase Gross 
i enters the formula 


An ERROR or NA will be displayed until values are entered in the appropriate columns. 


You will now format the cell into which you have just entered the formula so that it will be 
displayed as a percent, with two decimal places. 


Leave your cursor on I6. 


Hold down and press: 
á starts LAYOUT command 
selects Block option 


Move your cursor to I13. The screen will reverse to show you the area being formatted. 


prepares to receive additional information 

[V] | selects Value format option 

[P] selects Percent option, and requests number of decimal places 
[2] number of decimal places 


. . . executes the command 

Formula five in the Expected Return column, first generates the average of the High and Low 
Estimates, then divides that by the Market Price. The result is taken to the .25 power and 1 is 
subtracted from it, which gives you the percentage per year for a four-year period. 


The High and Low Estimates in this exercise were taken from the Value Line Investment Survey 
Newsletter which gives you the high and low for a four-year period. — 


Place your cursor on K6 and type: 


( parenthesis — opens expression 
@AVG ( averages the following list 

M6 | Low Est 

: | comma — separates values in list 
N6) High Est | | 
l | divides 

E6 Market Price 

) parenthesis — closes expression 
^ .25 takes the value generated to the .25 power 
—1 subtracts 1 | 

enters the formula 
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An ERROR or NA will be displayed until values are entered in the appropriate columns. 


Formula six, in the Return Ratio column, subtracts the Risk Free Return from the Expected Return 
. percentage, which is then divided by the Beta percentage. 


The Beta percentage was taken from the Value Line Investment Survey Newsletter. 


Place your cursor on L6 and type: 


( K6 Expected Return 
— subtracts 

C1 ) | Risk Free Return 

l divides 

J6 Beta 

enters the formula 


An ERROR or NA will be displayed until values are entered in the appropriate columns. 


You will now format the two formulas you have just entered so that they will be displayed as a 
percent with two decimal places. 


Place your cursor on K6. 


Hold down and press: 
cs 0 | starts LAYOUT command 
selects Block option | 


Move your cursor to L13. The screen will reverse to show you the area being formatted. 


prepares to receive additional information 

selects Value format option 

[P] selects Percent option, and requests number of decimal places 
| [2] number of decimal places 

executes the command 


The next operation will be to copy all the formulas you have just entered down their respective 
columns. | 


Place your cursor on F6. 


Hold down and press: 
4 [c] starts COPY command - 
[W] selects Within worksheet option 
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Move your cursor to L6. The screen will reverse to indicate the area being copied. 

accepts source and prepares to receive additional information 
Move your cursor to F7, first cell to copy init. | 

[*] | ellipsis — indicates from-to 


Move your cursor to F13, last cell to copy into. 


prepares to receive additional information 

[R] 

[R] 

[R] 

[R] 

[R] 

[R] 

[R] 

[R] 

[R] 

[R] 

[R] tells the command to copy the cell address in the formula relative to its 

[R] new location | 

[N] tells the command to copy the cell address in the formula in its new 
location without change 

[R] 


Formula seven, in the Sub Totals Row, in the Shares column, adds the values in the Shares column. 


Place your cursor on C15 and type: 


€ SUM ( adds values in the following list 
C6 first cell in list 

° ellipsis — indicates from-to 
C13) last cell in list 

enters the formula 


To copy the formula just entered across the row, into the Purchase Gross, Market Gross and Gain $ 
columns, 


Leave your cursor on C15. 


Hold down and press: 


á starts COPY command 
[W] selects Within worksheet option 
accepts source 
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Move your cursor to F15, first cell to copy into. 
[e] ellipsis — indicates from-to 
Move your cursor to H15, last cell to copy into. | 


prepares to receive additional information 


[R] tells the command to copy the cell address in the formula relative to its 
[R] new location 


Formula eight, in the Totals row, Market Gross column, adds the Cash on Hand to the Market 
Gross subtotal. | 


Place your cursor on G18 and type: 


@SUM ( adds values in the following list 

G16, Cash on Hand 
G15) Sub Totals 

enters the formula 


Your worksheet should now look like Figure 2. 


ENTERING THE DATA 


Now that the formulas are entered, you will enter the values as illustrated in Figure 3. The first value 
to enter is in Row 1, to the right of Risk Free Return. 


Figure 3 
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Place your cursor on C1 and type: 


.12 Risk Free Return 
RETURN | enters the value 


Next place your cursor on B6 and begin entering the values into the following columns: Ticker, 
Shares, Purchase Price and Market Price. 


Next, enter the values into the Beta column, column J. 

Then enter the values into the Low Est and High Est columns, columns M and N. | 
Last, you will enter the Cash on Hand value in G16. 

Never make entries into cells which contain formulas, or the formulas will be erased. 


Your worksheet should now look like Figure 3. 


SAVING 


To save a file which has not been previously saved, used the following directions. 
Place a formatted data diskette in Drive B and press: 
[ESC] places you in the Main Menu 


Place your cursor on the third option, Save Desktop files to disk, and press: 


highlights the name of your current file 
displays options 
Note: If you do NOT see displayed at the upper left-hand corner 


of your screen the words: Disk: Drive 2, 


. Place your cursor on the 2nd option, 
First change to a different disk or directory 


= displays disk drives 
Place your cursor on the 2nd option, Drive 2 


highlights 1st option, 
Save the file on the current disk 
and displays 
Disk: Drive 2 | 
in the upper left-hand corner of your screen 


RETURN saves the file 


8 


returns you to your worksheet 
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Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 


Leave your cursor on the 1st option, and press: 


-= saves the file and brings you back to the 
Main Menu 
[ESC] returns you to your worksheet 


SETTING.UP YOUR PRINTER =. 


To set up your printer, press: 


[ESC] displays the Main Menu 
Place your cursor on the 5th option, Other Activities. 
displays Other Activities menu 


Place your cursor on the 7th option, Specify information about your printer(s). 


RETURN displays Printer Information menu 


Place your cursor on the 2nd option, Add a printer. 


RETURN displays a list of printers 


Place your cursor on the name of the printer you are using and press: 


RETURN displays at the bottom of your screen: 
Type a name: 


Type in any name you choose. The name must consist of no more than 16 characters. 


displays Slot options, and highlights Slot 1 
The most likely method of access will be Slot 1, so press: 
displays options 


If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers 1 through 4. However, at this point, you can change any of the 
values depending on your own printer. 

Your printer is now set up, so to return to your worksheet, 


Hold down, and press: 


ó [a -displays Desktop Index and highlights your current worksheet 
returns you to your current worksheet 


Now that you have set up your printer, you are ready to print your document. 
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PRINTING MU EN 


To print your entire document: 


Hold down and press: 
ó [P] starts PRINT command 
[A] | selects All option, and displays: 


Where do you want to print your report? 


The name of the printer you previously specified will be highlighted. 


(RETURN | displays: 
: Type report date or press Return 


At this point, if you wish to date your worksheet, type in a date. 
NOTE 


If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 


Place your cursor on the first character in the date. 
Hold down and press: 


CONTROL deletes to the end of the line 


Now you may type in your new date. 


displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 


print. 

prints the document 

To print a portion of your worksheet, for example, if you wish to print only the first three columns 
of information, 

Place your cursor on Al. 

Hold down and press: 

ó [P] starts PRINT command 

selects Block option 
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ia your cursor to C15, the area you wish to print. The screen will reverse to show you the area to 
e printed. | 


displays: 


Where do you want to print your report? 
The name of the printer you previously specified will be highlighted. 


[RETURN displays: 
xn Type report date or press Return 


At this point, if you wish to date your worksheet, type ina date. 
= NOTE 


If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 


Place your cursor on the first character in the date. 
Hold down and press: 


CONTROL deletes to the end of the line 


Now you may type in your new date. 


(RETURN | displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 


prints the document 
NOTE 


Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 


repeat the procedure. All you need to do is to follow the 
instructions in the above paragraph entitled Printing. 


Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do this, 


Hold down and press: 


& [H] prints entire contents of screen 
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DESCRIPTION 


To demonstrate AppleWorks’ abilities, a Cost Recovery worksheet has been set up listing the 
equipment stocked by an equipment rental company. Each piece of equipment offered for rent has 
been listed, and the purchase price entered. 


The rental income is deducted from the purchase price of each item and the declining balance is 
displayed, until the full cost is recovered. 


OPERATIONS PERFORMED 


Loading the Sample Diskette 

Starting a Worksheet from Scratch 

Setting up the Worksheet Format | 
Entering Mathematical Formulas 

Making Worksheet Entries 

Saving 

Making Worksheet Entries for the Next Month 
Saving a File Under a Different Name 

Setting up your Printer 


Printing 
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FUNCTIONS USED. 


Q ABS 

Q MAX 

() MIN 

@SUM 

deletes to end of line 


COMMANDS USED .. 


& [c] Copy Command 

6 [H] Prints entire contents of screen 
6 Layout Command 

& [P] Print Command 

& [0] Displays Desktop Index 

Š [Uu] Edit Command 


LOADING THE SAMPLE DISKETTE. 


If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 121) into your computer. 


First you will load the AppleWorks Program into your computer. 
You will see the Main Menu displayed on your screen. 
The first option, Add files to the Desktop, will be highlighted, so press: 


RETURN displays options 


Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words: Disk: Drive 2, 


Place your cursor on the 2nd option, 
A different disk 


displays disk drives 


Place your cursor on the 2nd option, 
Drive 2 


highlights 1st option, 
The current disk: Drive 2 


displays a list of the files on the Sample 
Diskette. (Skip the next note and go down to 
the paragraph below) 


Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 


Leave your cursor on the 1st option, 


The Current disk: Drive 2 
displays a list of the files on the Sample 
Diskette 


CostRecovery EXERCISE 


. Place your cursor on the file you wish to load into your computer, in this case, Cost Recovery, and 
press: EE | | | | | 


RETURN loads Cost Recovery onto your screen 


. Now skip the next paragraph entitled Starting A Worksheet From Scratch, and go to 


the paragraph entitled Making Worksheet Entries on Page 123. 
| STARTING A WORKSHEET FROM SCRATCH 


After loading AppleWorks into your computer, you will see the Main Menu displayed on your 
screen. 


The first option, Add files to the Desktop, will be highlighted. 
Press: 
displays Add Files menu 


Place your cursor on the 5th option, Spreadsheet. 
| displays: 
Make a new file: 


and highlights: 
From scratch 


[RETURN requests a file name 


Your file name must consist of no more than 15 characters. Example: 


CostRecovery file name 
displays your working screen 


At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 


At the top of your screen, in the center, you will see the words: REVIEW/ADD/CHANGE. You 
are now ready to set up your worksheet. 


SETTING UP THE WORKSHEET FORMAT 


. To set up your worksheet, USE THE FOLLOWING DIRECTIONS, copying Figure 1 exactly as it 
is illustrated, retaining exact row and column locations of all information. 


The first operation will be to expand the width of all the columns on your worksheet to 12 
characters. 


NOTE _ 


When AppleWorks is first loaded into the computer, each column 


has a default width of 9 characters. 
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Figure 1 
Place your cursor on column A. 
Hold down and press: | 
ái. starts LAYOUT command | 
[e | selects Columns option, and highlights column A 


Using your cursor key, move your cursor to column E. 

RETURN prepares to receive additional information 
C selects Column width option 

Hold the ($ key and press: | 

[-— lt— 1L—] right cursor key, expands column width by 3 characters 


Note: Each time you press the right cursor key your column(s) 
will expand by one character. 


Each time you press the left cursor key your column(s) will 
decrease by one character. 


RETURN executes the command and expands the width of all columns to 12 


Type in the labels in Rows 1 and 2. 
Now that you have typed in your labels, you will center the labels on Rows 1 and 2. 
Place your cursor on Al. 
Hold down and press: 
L starts LAYOUT command 


selects Block option 
118 The Power Of: AppleWorks 
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Move your cursor to E2. The screen will reverse to indicate the area being formatted. 


RETURN prepares to receive additional information 
selects Label format option 
[C] selects Center option and centers the labels 


The labels in Rows 1 and 2 will now be centered. 

To enter the dashed line on Row 3 on your worksheet, 

Place your cursor on A3 and type: 

[7] quotation mark — prepares cell for label 


—————À twelve dashes (do not use the shift key) 


RETURN accepts label 


The column your cursor is on will now have a line of dashes across its width. To extend the dashed 
line in the same row across the remaining columns, 


Leave your cursor on A3. 

Hold down and press: 

á [C] | starts COPY command 

[W] selects Within worksheet option 
accepts source 


Move your cursor to B3, first cell to copy into. 

[e] ellipsis — indicates from-to 

Move your cursor across Row 3 to Column E. 
| executes the command and places a dashed line across Row 3 
To enter the double-dashed line on Row 11, 

Place your cursor on A11 and type: 

[7] quotation mark — prepares cell for label 

a. ee twelve equal signs (=) 

accepts label 


The column your cursor is on will now have a double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 


Leave your cursor on All. mo 
\ 
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Hold down and press: 

& [c] starts COPY command 

[wW] selects Within worksheet option 
[RETURN] accepts source 


Move your cursor to B11, first cell to copy into. 
[*] ellipsis — indicates from-to 
Move your cursor across Row 11 to Column E. 


RETURN executes the command and places a double-dashed line across 
| Row 11 


To format some of the cells on your worksheet to display in dollars and cents, 


Place your cursor on B4. 

Hold down and press: 

á |. starts LAYOUT command 
selects Block option 


Move your cursor to E10. The screen will reverse to show you the area being formatted. 


prepares to receive additional information 

[V] selects Value format option | 

[D] selects Dollars option, and requests number of decimal places 
[2] number of decimal places 

executes the command 

Place your cursor on B12. 

Hold down and press: 

dá starts LAYOUT command 

selects Block option ` 


Move your cursor to E12. The screen will reverse to show the area being formatted. 


RETURN prepares to receive additional information 
[V] | selects Value format option 
[D] selects Dollars option, and requests number of decimal places 
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[2] number of decimal places 
RETURN | executes the command 
Your worksheet should now look like Figure 1. E 


“ENTERING MATHEMATICAL FORMULAS 


You will now begin entering the mathematical formulas that will establish the relationship between 
column and row positions. The formulas and their locations are illustrated in Figure 2. 


Formula one, in the Invest Balance column, calculates the unrecovered purchase price of each item 


listed. When the full purchase cost of each piece of equipment is recovered, the Invest Balance 
column will display 0.00 opposite that item. 


Place your cursor on D4 and type: 


@ MAX (0, B4—C4 ) selects the maximum value 0, or the value in B4—C4A. 
RETURN enters the formula 


Formula two, in the Profit Margin column, calculates the profits when the purchase cost of the item 
has been recovered. 


Place your cursor on E4 and type: 


@ ABS( reads the answer to the following calculation as an absolute function 


@MIN (0, B4—C4)) selects the minimum value, or the value in B4—C4 


enters the formula 
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The next operation is to copy the formulas just entered at the i of each column into each row in 
their respective columns. To MD this, 


Place your cursor on D4. 


Hold down and press: 
á | | starts COPY command 
[w] selects Within worksheet option 


Move your Bx to E4. The screen will reverse to indicate the area being copied. 

accepts source and prepares to receive additional information 
Move your cursor to D5, first cell to copy into. 

[°] ellipsis — indicates from-to 


Move your cursor to D10, last cell to copy into. 


[RETURN] prepares to receive additional information 

[R] 

[R] 

[R] tells the command to copy the cell address i in the formula relative to its 
[R] new location 


Formula three, immediately underneath the double-dashed line, in the Purchase Price column, adds 
the values in the Purchase Price column. 


Place your cursor on B12 and type: 


@SUM (. adds values in the following list 

B3 first cell in the column that you wish to add 
° ellipsis — indicates from-to 

B11) last cell in the column that you wish to add 
| enters the formula | 


To format the cell into which you have just entered the formula, so that it will be displayed in - 
dollars and cents, 


Leave your cursor on B12. 


Hold down and press: 


d starts LAYOUT command 
[E] selects Entry option 
| selects Value format option 
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selects Dollars option, and requests number of decimal places 
number of decimal places 


RETURN executes the command 


To copy formula three across the row, into the Rent Received, Invest Balance, and Profit Margin | 
columns, 


Leave your cursor on B12. 
Hold down and press: 


starts COPY command 


selects Within worksheet option 
RETURN accepts source 
Move your cursor to C12, first cell to copy into. 


ellipsis — indicates from-to 
Move your cursor to E12, last cell to copy into. 


RETURN prepares to receive additional information 


tells the command to copy the cell address in the formula relative to its 
new location 


` 


Your worksheet should now look like Figure 2. 


To operate your worksheet, type in the entries in the Item Name, Purchase Price and Rent Received 
columns, (columns A, B and C), as illustrated in Figure 3 exactly as they are shown). 
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Do not type into cells which contain formulas, or the formulas 
will be erased. : 


Your worksheet should now look like Figure 5: 


To make your worksheet operational for the next month, you must first be sure to save your current 


worksheet. 


SAVING 


To save a file which has not been previously saved, use the following directions. 


Place a formatted data diskette in Drive B and press: 


[ESC] 


places you in the Main Menu 


Place your cursor on the third option, Save Desktop files to disk, and press: 


The Power Of: AppleWorks 


highlights the name of your current file 


Note: 


Note: 


displays options 


If you do NOT see displayed at the upper left-hand corner 
of your screen the words Disk: Drive 2, 


Place your cursor on the 2nd option, 
First change to a different disk or directory 


[RETURN] ^ displays disk drives 
Place your cursor on the 2nd option, Drive 2 


. A highlights 1st option, 
Save the file on the current disk 
and displays: 
. Disk: Drive 2 
. inthe upper left-hand corner of your screen 


RETURN saves the file 


[ESC] returns you to your worksheet 


If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 


Leave your cursor on the 1st option, and press: 


. saves the file and brings you back to the 
| | Main Menu 


[ESC] returns you to your worksheet 
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MAKING WORKSHEEEENTRIES FOR THE NEXT MONTH 
| You will now use the following E T to make your entries for the next month. 
Place your cursor on C4. 

Hold down and press: 

d [ul starts EDIT command 


You will now see the value you wish to edit displayed in the lower left-hand area of your screen. The 
value will take on a blinking appearance and you will see:a blinking cursor underneath the number. 


Using your cursor key, move the cursor to the space following the number 5. 


Type: 

* | adds 
10 value to be added | | | 
enters a new total in the Rent Received column, in C4 


Place your cursor on C5. 

Hold down and press: | 

ó [UJ starts EDIT command. 
You will see 155 displayed at the bottom of your screen. 


Move the blinking cursor to the space following 155. 


Type: 
e adds 
100 value to be added | 
enters a new total in the Rent Received column, in C5 


Place your cursor on C6. 
Hold down and press: 
ó Ww - starts EDIT command 


Move the blinking cursor to the space following 89. 


Type: 
+ | adds 
50 value to be added 
enters a new total in the Rent Received column, in C6 
Place your cursor on C7. : 
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Hold down and press: 
d [ul starts EDIT command 


Move the blinking cursor to the space following 15. 


Type: 
t adds 
45 value to be added 
enters a new total in the Rent Received column, in C7 
Place your cursor on C8. 
Hold down and press: 
č U | | starts EDIT command 


Move the blinking cursor to the space following 250. 


Type: 
+ adds 
500 value to be added | 
enters a new total in the Rent Received column, in C8 
Place your cursor on C9. 
Hold down and press: 
ó [ul starts EDIT command 


Move the blinking cursor to the space following 225. 


Type: 
+ adds 
200 value to be added 
enters a new total in the Rent Received column, in C9 
Place your cursor on C10. 
Hold down and press: 
Go T mE | starts EDIT command 


. Move the blinking cursor to the space following 18. 
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Type: 
+ adds | | 
30 value to be added "OE: a | | ne l 


enters a new total in the Rent Received column, in C10 


Your worksheet should now look like Figure 4. 


Figure 4 | 


Later you may wish to see how the Rent Received amounís in Column C were arrived at. For 
example, if you wish to see how the amount in C4 was arrived at, 


Place your cursor on C4. 


Hold down and press: 


d lu starts EDIT command and displays 5 + 10 at the lower left-hand corner 
of your screen | 
[ESC] takes you out of the EDIT mode 


When you have entered your new values, you will want to save your worksheet again, under a 
different name. ! | 


SAVING A FILE UNDER A DIFFERENT NAME 


To save your file under a different name, place the data diskette containing the information in 
Drive B and press: 


[ESC] places you in the Main Menu 
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Place your cursor on the third option (Save Desktop files to disk) and press: 


highlights the name of your current file 
(RETURN. displays: 


You made changes to this file, 

and highlights first option: 

Save the file on the current disk 
displays options 


Place your cursor on the second option, Save with a different name. 


. . displays: M x 
: Type a new name for this file: 


Your file name must consist of no more than 15 characters. Example: 


CostRecoveryTwo file name 
saves the new file, and brings you back to the Main Menu 
[ESC] returns you to your worksheet 


. SETTING UP YOUR PRINTER 


To set up your printer, press: 


[ESC] displays the Main Menu 
Place your cursor on the 5th option, Other Activities. 
displays Other Activities menu 


Place your cursor on the 7th option, Specify information about your printer(s). 


RETURN displays Printer Information menu 


Place your cursor on the 2nd option, Add a printer. 


RETURN displays a list of printers 
Place your cursor on the name of the printer you are using and press: 
RETURN | displays at the bottom of your screen: 


Type a name: 


Type in any name you choose. The name must consist of no more than 16 characters. 


displays Slot options, and highlights Slot 1 
The most likely method of access will be Slot 1, so press: 
displays options 
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If your printer is one of the printers on AppleWorks” standard list, you probably won’t have to 
change any of the values in numbers 1 through 4. However, at this point, you can change any of the 
values depending on your own printer. | 

| 


; ; l AC 
Your printer is now set up, so to return to your worksheet, 


Hold down, and press: 


& a | MISP'SyS xui. Index and highlights your current worksheet 
RETURN] — ^ ^ 3 returns you to yoür current worksheet | | 


Now that you have set up your printer, rong are re ready to print your document. 


PRINTING 


To print your entire document: 


Hold down and press: 
ó [P] starts PRINT command 
[A] selects All option, and displays: 


Where do you want to print your report? 
The name of the printer you previously specified will be highlighted. 


displays: 
Type report date or press Return 


At this point, if you wish to date your worksheet, type in a date. 
NOTE 


Ifa date i is already displayed, you will Want to first erase it, before 


typing in a new date. To do this, NM 


Place your cursor on the first character in the date. 
Hold down and press: 


CONTROL deletes.to the end of the line 


Now you may type in your new date. 


displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 


RETURN prints the document - 


To print a portion of your worksheet, for amol: if you wish to print only the first three columns 
of information, | 


Place your oron Al. 
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Hold down and press: 
CG Pl starts PRINT command 
| mE | selects Block option 


Move your cursor to C12, the area you wish to print. The screen will reverse to show you the area to 
be pines: 


(RETURN ^ tt displays: 
Where do you want to print your report? 


The name of the printer you previously specified will be highlighted. 


RETURN displays: 
Type report date or press Return 


At this point, if you wish to date your worksheet, type in a date. 


NOTE 


If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 


. Place your cursor on the first character in the Gale. 
Hold down and press: 


CONTROL deletes to the end of the line 


Now you may type in your new date. 


RETURN. displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. l 


prints the document 
| NOTE 


Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 


repeat the procedure. All you need to do is to follow the 
instructions in the above paragraph entitled Printing. 


Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do this, 


Hold down and press: 


ó H | . prints entire contents of screen 
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An amortized loan is one which is liquidated on an installment basis, i.e., the principal amount of 
the loan is repaid in installments during the life of the loan. D 
This amortization schedule will find an unknown principal from a known payment. It will also 
calculate an unknown payment from a known principal. S | 


From this information, a report is generated which contains the term, the principal due, the 
principal payment, the interest payment, the principal paid to date and the interest paid to date. 


OPERATIONS PERFORMED 


Loading the Sample Diskette 
Starting a Worksheet from Scratch 
Setting up the Worksheet Format 
Entering Mathematical Formulas | 7 | | | 


Making Worksheet Entries | | | 
(Finding the Unknown Principal from a Known Payment) 


Saving 


Making Worksheet Entries 5% 
(Finding the Unknown Payment from a Known Principal) 


Saving Under a Different Name . LI 


Setting up your Printer 
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FUNCTIONS USED 


@IF 

@ MAX 

@NA 

@ SUM 

deletes to end of line 


"COMMANDSUSED  — 


Blank Command 
Copy Command 
Prints entire contents of screen — 
Recalculates 
Layout Command 
Print Command 
Displays Desktop Index 
T Moves cursor to top of worksheet - vf 
Moves cursor to bottom of worksheet 


aaaaacaaaa 
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LOADING THE SAMPLE DISKETTE -~ 


If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 138) into your computer. 


First you will load the AppleWorks Program into your computer. 

You will see the Main Menu displayed on your screen. 

The first option, Add files to the Desktop, will be highlighted, so press: 
| | displays — | | 


Note: — If you do NOT see displayed at the upper left-hand corner 
of your screen the words: Disk: Drive 2, 


Place your cursor on the 2nd option, 
A different disk 


displays disk drives 


Place your cursor on the 2nd option, Drive 2 


highlights 1st option: 
E .'". The current disk: Drive2 — 
displays a list of the files on the Sample 
. ^ A Diskette. (Skip the next note and go down to 
the paragraph below) 
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Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 


Leave your cursor on the 1st option, 
The Current disk: Drive 2 


displays a list of the files on the Sample 
rt. , Diskette « 


Place your cursor on athe file you a wish t to load ino, your computer, in this case, Amortization, and 
press: 


RETURN loads Amortization onto your screen 


Now skip the next paraeranh entitled Starting A Worksheet From Scratch, and go to the paragraph 


pay co Worksheet Entries, (Finding the Unknown nee from a Known Payment) on 
age | 


STARTING A WORKSHEET FROM SCRATCH 


After loading AppleWorks into your computer, you vill see the Main Menu displayed on your 
screen. | 


The jd PHONE Add files to the Desktop, will be e highlighted. 
Preis: 
displays Add Files menu 


Place your cursor on the 5th option, Spreadsheet. 


displays: | a 
| Make a new file: ME 
and highlights: 
From scratch 


RETURN requests a file name 


Your file name must consist of no more than 15 characters. Example: 


Amortization . file name | 
RETURN displays your working screen 


At the top of the Sereen; in the upper left-hand corner, you will see your file name displayed. 


At the top of your screen, in the center, you will see the Words: REVIEW/ADD/CHANGE. You 
are now ready to set up your worksheet. 


SETTING UP THE WORKSHEET FORMAT. l 


To set up your Amortization Schedule worksheet, you will first need to expand the width of your 
columns. 


NOTE 


When AppleWorks is first loaded into the computer, each column 
has a default width of 9 characters. 
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Place your cursor on column A. 


Hold down and press: 

dá starts LAYOUT command 

[C] selects Columns option, and highlights column A 
prepares to receive additional information 
[C] — essc Column width option 


Hold down the (ó key and press: | 
BIR Te ITE right cursor key, expands column width by 6 characters 


. Note: Each time you press the right cursor key your column(s) 
will expand by one character. 


Each time you press the left cursor key your column(s) will 
decrease by one character. 


executes the command and expands the width of Column A to 15 


The next operation will be to expand the width of the remaining columns on your worksheet to 12 


characters. 
NOTE 


When AppleWorks is first loaded into the POMAR each column 
has a default width of 9 characters. 


Place your cursor on column B. 


Hold down and press: 


á starts LAYOUT command 
[c] selects Columns option, and inighiights column B 


Using your cursor key, move your cursor to column F. 


RETURN prepares to receive additional information 
[C] selects Column width option 


Hold downthe ( key and press: 


pese. right cursor key, expands column widths by 3 characters 


Note: Each time you press the right cursor key your column(s) 
will expand by one character. 


Each time you press the left cursor key your column(s) will 
decrease by one character. 


executes the command and expands the width of the remaining 
columns to 12 
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To format some of the cells on your worksheet to display in two decimal places, 


Place your cursor on B15. 


Hold down and press: 
á | starts LAYOUT command — 
| selects Block option 


Move your cursor to F16. The screen will reverse to show you the area being formatted. 


prepares to receive additional information 

[V] selects Value format option 

[E] selects Fixed option, and requests number of decimal places 
Z | 


number of decimal places - 
executes the command 
Now begin typing in your labels as illustrated in Figure 1. 
First type in the labels in Column A, in Rows 1, 2, 3 and 4. 
When you type in the label in Row 5, 


Place your cursor on AS and type: 


[7] |J quotation mark — prepares cell for label 
# Payment/Yr label | 
enters the label 


Next type in the labels in Rows 6, 8, 9 and 10 (in Column A). 

Then you will type in the labels in Rows 12 and 13. EA Nr 

After you have typed in the labels in Rows 12 and 13, you will center them. 
Place your cursor on A12. | f | 
Hold down and press: | 
CS starts LAYOUT command 
selects Block option 


Move your cursor to F13. The screen will reverse to indicate the area being formatted. 


RETURN prepares to receive additional information 
selects Label format option ` 

| 
[e] | |. . . Selects Center option and centers the labels 
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To enter the double-dashed line on Row 7, 

Place your cursor on B7 and type: - e | 
E] | quotation mark i: prepares cell for label — 
——— HÓA M —— na E 
accepts label 

To enter the double-dashed line on Row 14, on your worksheet, 

Place your cursor on A14 and type: 7 

[P] quotation mark — prepares cell for label - 
=============== 15equal sions (do not use the shift key) 
accepts the label 


The column your cursor is on will now have a line of double dashes across its width. To extend the 
double-dashed line in the same row ACTOSS s the nee columns. Y 5 | 


Leave your cursor on A14. 

Hold down and press: 

G [c] starts COPY command 

[W] | selects Within worksheet option 
accepts source 


Move your cursor to B14, first cell to copy into. 
[e] ellipsis — indicates from-t to 
Move your cursor across Row 14 to Column F. 


RETURN executes the command and places a double-dashed line across 
Row 14 


Your worksheet should now look like Figure l. 


ENTERING MATHEMATICAL FORMU l AS ; | 


You will now begin entering mathematical fonnulss that will establish the jelutionship between. 
column and row locations. The formulas and their locations are illustrated i in Figure 2. - | 


Formula one, in Column B, to the right of Form. 1 „Pmt Unk, calculates the unknown payment. 
Formula one is too long to be entered in its entirety into a cell. | 
NOTE 


The procedure for entering formula one will be different from the 
usual procedure, so you will use the following step-by-step 


directions. 
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Figure 2 
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First you will enter Part One of Formula one. 

Place your cursor on B8 and type: 

(((1 + (B3/BA))^ ( B4/B5) ) — 1)/(B3/BA) first part of Formula one 

. enters the first part of Formula one 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 
Now you will be able to enter Formula one in Column B to the right of Form.1.,Pmt Unk. 
Place your cursor on B9 and type: 

+ B8 part one of Formula one 

74 divides — 

(((1— ((1 + (B3/B4))^ — (B4 * B6/B5) ) )/ (B3/BA) ) ) * B2 formula 

enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 


Next you will format the cell into which you have just entered Formula one, so that it will be 
displayed with two decimal places. - 


Leave your cursor on B9. 

Hold down and press: 

á starts LAYOUT command 

[E] selects Entry option 

[V] selects Value format option 

[F] selects Fixed option, ána requests number of decimal places 
[2] number of decimal places 

| executes the command 


Formula two in Column B, to the right of Prin. Unknown, calculates the unknown principal. 
Place your cursor on B10 and type: l 

+ B1*(((1—((1 + (B3/B4))^ — (B6) ) ) / (B3/BA) )) formula 

enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 


Now you will format the cell into which you have just entered Formula two so that it will be 
displayed with two decimal places. 


Leave your cursor on B10. 
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Hold down and press: 


á starts LAYOUT command 

[E] selects Entry option 

[V] selects Value format option 

[F] selects Fixed option, and requests number of decimal places 
[2] number of decimal places 

executes the command 


Formula three in Column B, in the Principal column, immediately underneath the single dashed 
line, is the amount of principal still owing. 


Place your cursor on B15 and type: 


@ MAX (B2 , B10) formula 
enters the formula 


An ERROR or NA will be displayed until values are entered in the appropriate cells. 
Formula four is in Column A, the Term column. 

Place your cursor on A16 and type: 

@IF (A15 + 1 > B6, GNA, A15 + 1) formula 

enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 
Formula five, in Column B, calculates the principal owing. 

Place your cursor on B16 and type: 

@IF ( A16 «0, @NA, B15 — ( @ MAX ( B1 , B9) — D16)) formula 

. enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 


Formula six, in Column C, calculates the principal payment. 


Place your cursor on C16 and type: 


QMAX(B9,B1)— D16 formula 
enters the formula 


An ERROR or NA will be displayed until values are entered in the appropriate cells. 


Formula seven, in Column D, calculates the interest payment. 
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Place your cursor on D16 and type: 

@IF (A16 < 0, @NA, (B3/B4) * B15) formula 

| enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 
Formula eight, in Column E, calculates the principal paid to date. 


Place your cursor on E16 and type: 


(SUM (C16. C16) formula 
enters the formula 


An ERROR or NÀ will be displayed until values are entered in the appropriate cells. 
Formula nine, in Column F, calculates the interest paid to date. 


Place your cursor on F16 and type: 


@SUM (D16 . D16) : formula 
enters the formula 


An ERROR or NÀ will be displayed until values are entered in the appropriate cells. 


Now you will copy all the formulas you have just entered into Row 16, down their respective 
columns. 


Place your cursor on A16. 

Hold down and press: 

Š Ic] | starts COPY command 

[W] | selects Within worksheet option 

Move your cursor to F16. The screen will reverse to indicate the area being copied. 

accepts source and prepares to receive additional information 
Move your cursor to A17, first cell to copy into. | 

[*] ellipsis — indicates from-to 


Move your cursor to A40, last cell to copy into. 


RETURN prepares to receive additional information 
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tells the command to copy the cell address in the formula relative to its 
new location 


tells the command to copy the cell address in the formula in its new 
location without change 
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Your worksheet should now look like Figure 2. 


If you wish to go down quickly to the bottom of your worksheet to check its appearance against 
Figure 2, 


Hold down and press: 
d [9] moves cursor to bottom of worksheet 
To quickly return to the top of your worksheet, 


Hold down and press: 


$ E moves cursor to top of worksheet 


MAKING WORKSHEET ENTRIES (Finding the Unknown n Principal | 


From A Known Payment) — (Figure 3) 


Now that your formulas have all been entered, use the following directions to enter the known 
values into your worksheet. 
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Place your cursor on B1 and type: 


151.47 payment known 
enters the value 


Place your cursor on B3 and type: 


.12 interest 
RETURN A enters the value. "s 


Place your cursor on B4 and type: 


12 number of compounding periods per year 
RETURN enters the value 


Place your cursor on B5 and type: 


12 | number of payments per year 
RETURN | enters the value 


Place your cursor on B6 and type: 


20 total number of payments 
RETURN l enters the value 


You will observe that the principal amount is now displayed in B10, to the right of Prin. Unknown. 


Now you will need to recalculate your worksheet. Leave your cursor on any location: 


Hold down and press: 


ó K recalculates your worksheet, E ] 


You will need to recalculate your wok iea several times in dider to complete the calculation 


procedure. 


So hold down and press (4 [K]as many times as is'necessary to perform a complete recalculation of 


your worksheet. 


Your worksheet should now look like Figure 3. 


After your worksheet is completely recalculated, you must then save it, using the following 


directions. 


SAVING 


To save a file which has not been previously saved, 
Place a formatted data diskette in Drive B and press: 


[ESC] ` places you in the Main Menu 
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Place your cursor on the third option, Save Desktop files to disk, and press: 


highlights the name of your current file 
RETURN displays options - 
Note: If you do NOT see displayed at the upper left-hand corner 


of your screen the words Disk: Drive 2, 


Place your cursor on the 2nd option, 
First change to a different disk or directory 


RETURN displays disk drives 
Place your cursor on the 2nd option, Drive 2 
highlights 1st option: 
Save the file on the current disk 
and displays: 


Disk: Drive 2 
in the upper left-hand corner of your screen 


RETURN saves the file 


_ [Esc] returns you to your worksheet 


Note: If you see Disk: Drive 2 displayed at the upper left- hand 
corner of your screen, 


Leave your cursor on the 1st option, and press: 


saves the file and brings you back to the 
Main Menu 


| y. s returns you to your worksheet 
MAKING WORKSHE E T EN TRIES (F inding the Unknown: Payment | 


tr ‘rom LA know n Enpa — (Figure 4) EN 


To find an unknown payment from a known —| you will first want to erase some of the 
values you previously entered on your worksheet. 


Place your cursor on B1. 
Hold down and press, 
G . starts BLANK command 


[E] selects Entry option and erases the value to the right of Payment 
Known = | 


At this point. you may change any of the TM in Rows 3, 4, 5 and 6, (Interest, Comp Period/Yr, 
# Payment/Yr, Total Payments). 


For purposes of demonstration i in this exercise, we have not changed : any of the values in Rows 3, 4, 
5 and 6. 
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Next place your cursor on B2 and type: 


2733.36 the known principal 
enters the value 


You will observe that the Payment amount is now displayed in B9, to the right of Form.1., 
Pmt Unk. | 


Now you will need to recalculate your worksheet. Leave your cursor on any location: 
Hold down and press: 
d [Kl recalculates your worksheet 


You will need to recalculate your worksheet several times in order to complete the recalculation 
procedure. 


So hold down and press ¢œ LK], as many times as is necessary to perform a complete recalculation. 


Your worksheet should now look like Figure 4. 


SAVING UNDER A DIFFERENT NAME 


To save your file under a different name, place the data diskette containing the information in 
Drive B and press: 


[ESC] places you in the Main Menu 
Place your cursor on the third option (Save Desktop files to disk) and press: 


| highlights the name of your current file 


RETURN displays: u 
You made changes to this file, 

and highlights first option: 

Save the file on the current disk 


displays options 


Place your cursor on the second option, Save with a different name. 


displays: 
Type a new name for this file: 


Your file name must consist of no more than.15 characters. Example: 


AmortizationTwo file name 
(RETURN | saves the new file, and brings you back to the Main Menu 
[ESC] returns you to your worksheet 
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SETTING UP YOUR PRINTER . - 


- To set up your printer, press: 


g 


displays the Main Menu 


Place your cursor on the 5th option, Other Activities. 


displays Other Activities menu 


Place your cursor on the 7th option, Specify information about your printer(s). 


RETURN displays Printer Information menu 


Place your cursor on the 2nd option, Add a printer. 


displays a list of printers 
Place your cursor on the name of the printer you are using and press: 
displays at the bottom of your screen: 


Type a name: MEE 


Type in any name you choose. The name must consist of no more than 16 characters. 


displays Slot options, and highlights Slot 1 
The most likely method of access will be Slot 1, so press: 
displays options 


If your printer is one of the printers on AppleWorks’. standard list, you probably won’t have to 
change any of the values in numbers 1 through 4. However, at this point, you can change any of the 
values depending on your own printer. | 

Your printer is now set up, so to return to your worksheet, 


Hold down, and press: 


& a] displays Desktop Index and highlights your current worksheet 
returns you to your current worksheet 


Now that you have set up your printer, you are ready to print your document. 


SPRINTING 


To print your entire document: 


Hold down and press: 
d [P] starts PRINT command 


[A] selects All option, and displays: 
Where do you want to print your report? 
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The name of the poer you proviously ius will be highlighted. 
RETURN] a " displays: 
| Type report date or press Return | 


At this point, if you wish to date your worksheet, type in a date. 


NOTE 


If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 


. Place your cursor on the first character in the date. 


Hold down and press: 


deletes to the end of the line 


Now you may type in your new date. 


displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 


RETURN prints the document 


To print a portion of your worksheet, for example, if you wish to print only the first ten rows 
of information, 


Place your cursor on Al. 

Hold down and press: | l 

& [P] starts PRINT command 
selects Blockoption ` 


Move your cursor to B10, the area you wish to print. The screen will reverse to show you the area to 
be printed. 


RETURN displays: 
Where do you want to print your report? 


The name of the primery yoy eons specified will be highlighted. 


Type on date or press s Return 
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At this point, if you wish to date your worksheet, type in a date. 
NOTE 


 lfadate is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 


Place your cursor on the first character in the date. 
Hold down and press: 


CONTROL deletes to the end of the line 


Now you may type in your new date. 


displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 


prints the document 
NOTE 


Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 


repeat the procedure. All you need to do is to follow the 
instructions in the above paragraph entitled Printing. 


Once you have set up your printer, you can print a copy of the 
. entire screen (all the contents on the screen). To do this, 


Hold down and press: 


á [H] prints entire contents of screen 
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The AppleWorks program allows you to set up a checkbook ledger, into which you will enter your 
monthly deposits and check disbursements for the month. It will also allow you to enter or 
withdraw from your savings. 


You will then save your checkbook ledger for the current month, after which you will prepare your 
ledger for the next month's deposits and check disbursements. 


The savings amount in your ledger will accumulate from month to month, allowing for deposits and 
withdrawals. | 


oading the Sample Diskette 


tarting a Worksheet from Scratch | 
etting up the Worksheet Format 
ntering Mathematical Formulas 
osting Entries 
aving 
Preparing your Checkbook Ledger for the Next Month's Entries 
Making Worksheet Entries for the Next Month 
Saving Under a Different Name 
Setting up your Printer 
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EXERCISE Checkbook Ledger 


FUNCTIONS USED 


@IF 
@SUM 


COMMANDS USED 


ó Blank Command 

e [C] Copy Command 

ó H Prints entire contents of screen 
Š Layout Command 

Š [P] Print Command 

Ó [a] Displays Desktop Index 

iw Deletes to End of Line 


LOADING THE SAMPLE DISKETTE. 


If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 157) into your computer. 


First you will load the AppleWorks program into your computer. 

You will see the Main Menu displayed on your screen. 

The first option, Add files to the Desktop, will be highlighted, so press: 
displays options 


Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words: Disk: Drive 2, 


Place your cursor on the 2nd option, 
A different disk 


displays disk drives 
Place your cursor on the 2nd option, Drive 2 


highlights 1st option: 
The current disk: Drive 2 


displays a list of the files on the Sample 
Diskette. (Skip the next note and go down to 
the paragraph below) 


Note: If you see: Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 


Leave your cursor on the 1st option, 
The Current disk: Drive 2 


displays a list of the files on the Sample 
| Diskette 
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Place your cursor on the file you wish to load into your computer, in this case, Checkbook, and 
press: | 


RETURN loads Checkbook onto your screen 


Now skip the next paragraph entitled Starting A Worksheet From Scratch, and go to the — 
entitled Posting Entries, on Page 160. 


STARTING A WORKSHEET FROM SCRATCH 


After loading AppleWorks into your computer, you will see the Main Menu displayed on your 
Screen. 


The first option, Add files to the Desktop, will be highlighted. 
Press: 
displays Add Files menu 


Place your cursor on the 5th option, Spreadsheet. 


displays: 
Make a new file 
and highlights: 
From scratch 


requests a file name 


Your file name must consist of no more than 15 characters. Example: 


Checkbook file name 
displays your working screen 


At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 


At the top of your screen, in the center, you will see the words: REVIEW/ADD/CHANGE. You 
are now ready to set up your worksheet. 


SETTING UP THE WORKSHEET FORMAT 


The first operation will be to expand the width of all the columns on your worksheet to 12 
characters. 


NOTE 


When AppleWorks is first loaded into the compen each column 
has a default width of 9 characters. 


Place your cursor on column A. 
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Hold down and press: | | 
d 


[C] selects Columns option, and highlights column A 


starts LAYOUT command 


i Using your cursor key, move your cursor to column L. 


prepares to receive additional information | 


[C] selects Column width option 


Hold downthe Œ key and press: 


[= J[— ][—] right cursor key, expands column width by 3 characters 


Note: Each time you press the right cursor key your column(s) 
will expand by one character. 


Each time you press the left cursor key your column(s) will 
decrease by one character. 


executes the command and expands the width of all columns to 12 


Type in the labels in Rows 1, 2, and 15 as illustrated in Figure 1. (Later you will center the labels on 
Rowsland2) | 
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Now that you have typed in your labels, you will center the labels on Rows 1 and 2. 


Place your cursor on Al. 

Hold down and press: E | 

á starts LAYOUT command 
selects Block option 


Move your cursor to L2. The screen will reverse to show you the area being centered. 


RETURN] prepares to receive additional information 
selects Label format option 
[C] selects Center option and centers the labels | 


To enter the dashed line on Row 3, on your worksheet, 


Place your cursor on A3 and type: 


[P] quotation mark — prepares cell for label 
——————————— twelve dashes (do not use the shift key) 
accepts the label | | 


The column your cursor is on will now have a line of dashes across its width. To extend the dashed 
line in the same row across the remaining columns, 


Leave your cursor on À3. 

Hold down and press: | 

ó [c] : statis COPY command 

[W] selects Within worksheet option 
| A. accepts source | 


Move your cursor to B3, first cell to copy into. | 

[*] ellipsis — indicates from-to 

Move your cursor across Row 3 to Column L. 

ak acutos the command and places a dashed line across Row 3 
To enter the double-dashed line on Row 14, | 

Place your cursor on A14 and type: 

[7] quotation mark — prepares cell for label 
============ twelve equal signs (=) 

| accepts label 
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The column your cursor is on will now have a double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 


Leave your cursor on A14. 


Hold down and press: 


d [c] starts COPY command 
[W] selects Within worksheet option 
accepts source 


Move your cursor to B14, first cell to copy into. 
[e] ellipsis — indicates from-to 


Move your cursor across Row 14 to Column L. 


executes the command and places a double-dashed line across 
Row 14 
To format a portion of your worksheet so that it will display in dollars and cents, with two decimal 
places, | | 
Place your cursor on D4. 


Hold down and press: 
á starts LAYOUT command 
selects Block option 


Move your cursor to L13. The screen will reverse to show you the area being formatted. 


prepares to receive additional information 

[V] selects Value format option 

[D] selects Dollars option, and requests number of decimal places 
[2] number of decimal places | 


[RETURN] executes the command 
To format Row 15, the Current Months Totals row, so that it. will display in dollars and cents, 


Place your cursor on D15. 


Hold down and press: 
á starts LAYOUT command 
B selects Block option - 


Move your cursor to L15. The screen will reverse to show the area being formatted. 
RETURN prepares to receive additional information 
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selects Value format option 
selects Dollars option, and requests number of decimal places 
number of decimal places | 


RETURN executes the command 


Your worksheet should now look like Figure 1. | 


J 


You will now begin entering mathematical formulas that will establish the relationships between 
column and row positions. The formulas and their locations are illustrated in Figure 2. 


Formula one, in the Check Amount column, will add the total of the postings from the Rent column 
across to the Supplies column on each row, and display the result in the Check Amount column. 


Place your cursor on F4 and type: 


(SUM ( adds values in the following list 

J4 first cell of row to add | 

e | ellipsis — indicates from-to | 

L4) last cell of row to add | 
enters the formula 


Formula two, in the Ch. Book Balance column, determines the Ch. Book Balance. The first half of 
calculation in the formula uses the IF function which selects the value 1 if an amount is greater than 
zero in the Deposit or Check Amount column. If the two columns equal zero or less than zero, a 
zero is selected. The result of this calcualtion is used to enter a zero in a row where no entries have 
yet been made. | | 
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The second half of the formula subtracts the Check Amounts from the; Deposits and adds -Last 
Mth’s creek Book Balance amount. 


Place your cursor on n G4 and tyne: 


@IF ( 


E4 + F4» 0 


D4 
RETURN 


if the first expression. is true, uses thé second: expression; if noi. uses 
expression three. ME 


first expression — Is the sum of the Deposit and Check Amount entries 
greater then zero? 


" 'comma — séparates expressions in the formula 


second expression — will be selected if the first expression is true 


"comma — — separates expressions in the formula 


third PADS. — will be selected if the first expression is not true 
parenthesis c — Se sparatse exibuletione i in the formula 
multiplies 


parenthesis — separates calculations in the formula 


.:adds values in the following list . 


value to be added 

ellipsis — indicates from-to 

value to be added : 

subtracts 

adds values in the following list ' © 
value to be added - 


ellipsis.— indicates from-to 


: value to be added - 


parentheses — close sum function 
adds 
Last Mth's ChBk Balance 


enters the formula 


The next operation is to copy the formulas just entered at the top of each column into each row in 


their respective columns. To do this: 


Place your cursor on F4. 


Hold down and press: 


$ Ic] 
[w] 
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starts COPY command 


"selects Within worksheet option 
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Move your cursor to. G4. The; screen vill reverse to indicate the area being copied. 

accepts source and prepares to receive additional Information 
Move your cursor to F5, first cell to copy into. 

e ellipsis — = indicates from-to. 

Move your cursor to F13, last cell to copy into. 


prepares to receive additional intorination 


tells the éénimand to copy the cel address: in the formula relative to its 
, new location E^ | xx 


tells the command to copy: the coordinate address in the formula i in its 
new location without change | 


p 


Formula three, in the Current Months Totals Row, Deposit column, adds the values i in the Deposit 
column. | ie | 


Place your cursor on E15 and type: | 


@SUM( | adds values in the following list eae 
E3 first call of column to add - o 

o ellipsis — indicates from-to g 
E14) last cell of column to add | 

| | enters the formula: 


Now copy the formulas you. have just euteréd across y the. row into the Check Amount column, 
through the Supplies column. ! ! 


Leave your cursor on E15. 


Hold down and prés: 

& [c] starts COPY command ` | 

[W] selects Withi n worksheet option VET 
EE accepts source | 


Move: your c cursor to F15, first cell to copy into. 
| - | | | ellipsis — indicates from-to. P 
Move your cursor to » Lis, last cell to copy it into. 


RETURN prepares to receive s additional information | 
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[R] - telis the command to copy the cell address in the formula relative to its 
[R] | new location 


Formula four, in the Current Month's Totals row, in the Check Book Balance column, uses a 
special formula to obtain the total on its Current Months' Totals line. For this reason, you will now 
replace the formula i in that location with a new formula. 


To enter ERT RA 


Place your cursor on G15 and type: 


(E15 — deposit total 

— E | |  Subtracts 

F15) check amount total 

+ adds 

D4 Last Mth’s ChBk Balance 
enters the iomulà 


Formula Five, in the Current Month's Totals row, Cash on Hand column, uses a special formula to 
obtain the Cash on Hand balance. For this reason you will now replace the formula in that location 
with a new formula. 


Place your cursor on I15 and type: 


+ G15 checkbook balance 
+ adds | 
H15 savings balance 
enters the formula 


Your worksheet should now look like Figure 2. 


POSTING ENTRIES 


To observe the operation of the checkbook ledger, use the following step-by-step directions to type 
„in the entries as illustrated in Figure 3. | | 


Place your cursor on E4 and type: 


15000 amount of deposit 
RETURN enters the value 


Now type in the Savings amount. 


Place your cursor on H4 and type: 


1200 | amount of savings | 
| enters the value 
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Figure 3 


Use the following instructions to type in the check disbursements. 


Place your cursor on AS and type: 


Jan 3, 1984 date of first check 
enters the label 


Place your cursor on BS and type: 
[7] quotation mark — prepares cell for label 


Press your space bar three times (indents the label). 


Type: PER T 
101 check book number 
| enters the label. 


Place your cursor on C5 and type: 

Rentals party being paid 
| - enters the label 
Place your cursor on J5 and type: 


550 check amount | 


enters the value, and automatically displays it in Column F, Check 
Amount column 


NOTE 
DO NOT TYPE into column F, the Check Amount column. 


Remember to never enter values into cells containing formulas or 
the formulas will be erased. 
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Continue éntering the label information and the chéck amounts as illustrated in Figure 3. 
After you have made all the entries, your worksheet should look like Figure 3. 

YOU MUST NOW SAVE YOUR WORKSHEET. | 

To save a file which has not been previously saved, use the following directions. 

Place a formatted data diskette in Drive B and press: 


[ESC] . places you in the Main Menu 


Place your cursor on the third option, Save Desktop files to disk, and press: 


highlights the name of your current file 
displays options 
Note: If you do NOT see displayed at the upper left-hand corner 


of your screen the words Disk: Drive 2, 


Place your cursor on the 2nd option, 
First change to a different disk or directory. 


displays disk drives 
Place your cursor on the 2nd option, Drive 2 


highlights 1st option, 
Save the file on the current disk 
and displays: 
Disk: Drive 2 
in the upper left-hand corner of your screen 


RETURN saves the file 


[ESC] returns you to your worksheet 


Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 


~- Leave your cursor on the 1st option, and press: 


saves the file and brings you back to the 
Main Menu | 


[ESC] returns you to your worksheet 


PREPARING YOUR CHECKBOOK LEDGER FOR THE 
NEXT MONTH'S ENTRIES 


To prepare your worksheet for the next month, it is EXTREMELY important that you use the 
following step-by-step instructions. 


First you will take note of the current Check Book Balance in G15. To do this, 
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Move your cursor to a blank space just below your worksheet and type: 


8430 amount of current check book balance 
RETURN enters the value 


You will be referring to this value later. 
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The next operation will be to erase the information in Columns A,B,C,D and E. To do this: 


Place your cursor on A4. 

Hold down and press: 

Á | starts BLANK command 
selects Block option 


Move your cursor to E13. The screen will reverse to show you the area being erased. 


RETURN executes the command 


The next area to be erased will be columns I, J, K and L. To do this: 


Place your cursor on I4. 

Hold down and press: _ 

a} | E | starts BLANK command 
| selects Block option 


Move your cursor to L13. The screen will reverse to show you the.area being erased. . . 


RETURN um executes the command 
NOTE 


in the savings column. 


Observe that when you used the BLANK command to erase the 
values in your checkbook worksheet, you did NOT erase the value 


The purpose of leaving the savings amount on your worksheet is 
to allow the savings to accumulate from month to month. 


You will now need to re-format your worksheet in the appropriate columns so that it will be 


displayed in dollars and cents. To do this, 

Place your à on D4. | 

Hold down and press, 

ix starts LAYOUT command 


selects Block option 
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Move your cursor to E13. The screen will reverse to show you the area being formatted. 


| prepares to receive additional information 

[V] selects Value format option 

[D] selects Dollars option, and requests number of decimal places 
[2] 'number of decimal places 


RETURN mn executes the command 
The next area you will need to re-format will be columns I through L. 


Place your cursor on 14. 


Hold down and press: 
d starts LAYOUT command 
selects Block option 


Move your cursor to L13. The screen will reverse to show you the area being formatted. 


| prepares to receive additional information 

[V] | selects Value format option 

[D] selects Dollars option, and requests number of decimal places 
[2] number of decimal places 


RETURN mE executes the command 


The next operation in setting up your worksheet will be to enter the previous month’s checkbook 
balance into column D, Last Mth’s ChBk Balance, to do this, 


First refer to the value you entered at the bottom of your worksheet (8430). 


Place your cursor on D4 and type: 


8430 | ending checkbook balance from previous month 
enters last month's checkbook balance 


Now you may erase the checkbook balance amount underneath your worksheet (which you 
previously entered for reference purposes). To do this, | 


Place your cursor on the reference value. 


Hold down and press: 
d starts BLANK command 


[E] selects Entry option and blanks the cell 
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Your worksheet should now look like Figure 4. E | E 


Your checkbook ledger has been set up for the new month, and you are ready to make your new 
entries. | | 


XE 


MAMANAANAR I E 
A 


The first step will be to add a new deposit. To do this, 


+ 


Place your cursor on A4 and type: 


Feb 4, 1984 : . date of deposit "m 
enters the label - ER 


Place your cursor on E4 and type: ` id 2 | 


10000 current months deposit l 
-enters the new deposit and displays the new checkbook balance in G4 


To make the first check entry, | | E 


Place your cursor on AS and type: Ban | 


Feb 5 date of first check | | 
^. enters the label 


Place your cursor on BS and type: 


quotation mark — prepares cell for label 


Press your space bar three times (indents the label). 


. ` ecd . 
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Type: 
110 | check number - 
enters the label 


Place your cursor on C5 and type: 


€ |... the party being paid 
ae b ou enters the label 


Place your cursor on J5 (in the Rent column) and type: 


550 amount of cheek 
enters the value © 


Coütiaus to enter the information in ioluinbs A, B and C, ang the corresponding check amounts in 
columns J through L, as illustrated i in | Figure 5. | 


| NOTE. 


When you have finished making your check entries, Row 13 will 


be blank, from Columns H: through L. 


You have decided to make a withdrawal from your savings account. To do this, 
Place your cursor on A13 and type: 


Feb 25 f „date of withdrawal . 


|. enters the label 


Place your cursor on H13 (the Savings column) and type: | oa 


— | a subtracts 
200 amount to be withdrawn i; 2 
subtracts the 200 from your savings amount and displays the r new 


balance in the Current Month’ S Totals row, in H15 | 
: NOTE - 
The. value in. H13 is now displayed a as (s200 00). The parentheses. 


indicate a minus amount. 


Your worksheet should now look like Figure 5. 
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EXERCISE 


To save your file under a different name,  place.the data diskette containing the information in 


Drive B and press: 


ESC 


places you in the Main Menu 


Place your cursor on the third option (Save Desktop files to disk) and press: 


RETURN 


RETURN 


3 


highlights the name of your current file 


. 
" 
td. 


displays: 

You made changes to this file, ,. .. . 
and highlights first option: 

Save the file on the currentdisk . ... . 


m 


» LA : 


- » displays options. > en 


Place your cursor on the second option, Save with a different name. 


at tat PGisplays EE ete Se kg 
Type a new name for this file; :: ; ^. ^ . - 


| NOTE 


If you see a file name displayed, you musterase it. To do this, 


e * . - -een 


Place your cursor on the first character in the word. 


Hold down and press: 


CONTROL deletes to the end of the line 
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Your file name must consist of no more than 15 characters. Example: 


CheckbookTwo file name 

| saves the file 

saves the new file, and brings you back to the Main Menu 
[ESC] returns you to your worksheet 


‘SETTING UP YOUR PRINTER 


To set up your printer, press: 


[ESC] displays the Main Menu 
Place your cursor on the 5th option, Other Activities. 
| displays Other Activities menu 


Place your cursor on the 7th option, Specify information about your printer(s). 


RETURN displays Printer Information menu 


Place your cursor on the 2nd option, Add a printer. 


RETURN displays a list of printers 
Place your cursor on the name of the printer you are using and press: - 
displays at the bottom of your screen: 


Type a name: 


Type in any name you choose. The name must consist of no more than 16 characters. 


displays Slot options, and highlights Slot 1 
The most likely method of access will be Slot 1, so press: | 
| displays options 


If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers 1 through 4. However, at this point, you can change any of the 
values depending on your own printer. 

Your printer is now set up, so to return to your worksheet, 


Hold down, and press: 


ó a] . displays Desktop Index and highlights your current worksheet 


: 


returns you to your current worksheet 


Now that you have set up your printer, you are ready to print your document. 
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PRINTING EE m 


To print your entire document: 


Hold down and press: 
6 [P] starts PRINT command 
[A] | selects All option, and displays: 


Where do you want to print your report? 
The name of the printer you previously specified will be highlighted. 


RETURN] displays: 
| Type report date or press Return 


At this point, if you wish to date your worksheet, type in a date. 
NOTE. 


If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 


Place your cursor on the first character in the date. 
. Hold down and press: 


CONTROL deletes to the end of the line 


Now you may type in your new date. 


displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. | 


RETURN prints the document 


To print a portion of your worksheet, for example, if you wish to print only the first three columns 
of information, 


: Place your cursor on Al. 
Hold down and press: 
& [P] | starts PRINT command 
| selects Block option 
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Move your cursor to C13, the area you wish to print. The screen will reverse to show you the area to 


be printed. 


[RETURN]. 


displays: 
Where do you want to print your report? 


The name of the printer you previously specified will be highlighted. 


displays: 
Type report date or press Return 


At this point, if you wish to date your workslieet, type in a date. 


If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 


Place your cursor on the first character in the date. 
Hold down and press: 


deletes to the end of the line 


Now you may type in your new date. 


NOTE 


displays: 
How many copies? 1 


At this point, if you wish to print more than one copy, type in the number of copies you wish to 


print. 


RETURN 


Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 
repeat the procedure. All you need to do is to follow the 
instructions in the above paragraph entitled Printing. 


prints the document 


NOTE 


Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do this, 


Hold down and press: 


CG H] 
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prints entire contents of screen 


DESCRIPTION 


There will be times when you will need to access a Word Processor document so that you may 
combine it with a Spreadsheet. 


For example, perhaps you have received a request from the head bookkeeper in your company for a 
copy of your department's check disbursements for a particular month. 


First you had your secretary write an inter-office memo to the head bookkeeper, using 
AppleWorks’ Word Processor program. 


Now you want to combine the inter-office memo she has written with the Spreadsheeet which 
contains the check disbursement information. | ! | 


Use the following directions to perform the operation. 


First make sure the memo your secretary has written (with AppleWorks' Word Processor program) 
is on your Desktop. To do this, select the Add files to the Desktop option from the Main Menu. 


Next make sure your Spreadsheet (which you created with AppleWorks' Spreadsheet program) is 
also on your Desktop. To do this, select the Add files to the Desktop option from the Main 


Menu. i _ . 
Start the access operation from the Main Menu. š 


Place your cursor on the second option, Work with one of the files on the Desktop. 
displays the Desktop Index Es 

Place your cursor on the name of the Spreadsheet containing the check disbursement information. 
places the Spreadsheet on your working screen 

Place your cursor on the first cell of the area you wish to include in your memo. 


Hold down and press: 


3 [P] | starts PRINT command. 
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EXERCISE Accessing a Word Processor Document 


| selects Block option 

Now move your cursor to the last cell of the area you wish to include in your memo. 
displays Print options | 
Place your cursor on the 4th option, The clipboard (for the Word Processor). 
displays Type report date or press RETURN 


You may type in a date at this point. 


assures you that the Spreadsheet information has been copied to the 
clipboard, and can now be transferred into a Word Processor 
document 

d [aJ displays Desktop Index 


Place your cursor on the Word Processor document which your secretary has typed. 
displays the Word Processor document on your working screen 
Move your cursor to the place where you want to insert the Spreadsheet information. 
Hold down and press: 
á starts COPY command 
[F] selects From clipboard option (paste) 
Your Spreadsheet information will now be inserted into your Memo. 
NOTE 


AppleWorks has copied the selected data from your Spreadsheet 
onto your Word Processor document. However, the data will not 


contain any formulas. 


You will now want to save your document. 


. A QUICK METHOD OF SAVING 


AppleWorks has a quick way for you to save a file onto the disk. However, this method 
automatically REPLACES the previously saved file with the new file. 


This method allows you NO options for saving under a different name, so be cautious before 
employing the quick save method. 


To save quickly, 
Hold down and press: 


& [S] saves a file 
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INTRODUCTION TO DATA BASE 


The AppleWorks' Data Base section in this book is set up progressively, so that what you learn in 
the first chapter will prepare you for the second chapter. 


It is necessary to start with the first chapter of the section and work on through to the end, as the 
chapters are progressive rather than self-contained. 


When you *'start from scratch"! in the Data Base section, your screen will look like Figure 1, il- 
lustrated below. 


In the upper left-hand area of the screen where Category 1 is displayed, you will type in the names 
of all of the category headings which will later contain the information that will make up your 
records. 


Most of the work you do with Data Base will involve deleting, inserting, and changing the records in 
the file you see when in REVIEW/ADD/CHANGE and in the file you compose to print out. 


You will learn how to use the many Apple commands to your advantage and find that you can 
organize your Data Base files in almost any way imaginable. 


Figure 1 
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In this chapter you will learn the difference between single and multiple record layout. In each, you 
will scroll and make corrections on your data base information: You will delete and insert records 
and standard values. . IEEE MEM | | | | 


4 


When formatting for labels, you will rearrange categories and delete and insert spaces and 
categories. The labels will be left justified and arranged in chronological order for printing 
purposes. Then you will save the file and print out the labels. 


OPERATIONS PERFORM ED 


Loading AppleWorks | | mE | 

Loading the Sample Diskette f E | | 

Typing in the Data Base | _ | 
Single and Multiple Record Layout | 


Scrolling in Multiple Record Layout 


Scrolling in Single Record Layout ~ 2m 


Changing a Character E. Pug. ep na E 7 I 


Inserting Characters | | 


Deleting Characters : Se | | | 
Deleting to the End ofa Line AT : 
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CHAPTER Labels: Setting up the File and Printing out the Report 


Deleting Records 

Standard Values 

Inserting Records 

Formatting for Labels | 
Rearranging Categories 
Deleting Spaces and Categories 


Inserting Spaces and Categories 


Arranging Records 
Left Justifying 


Saving - 


Setting up your Printer 


Printing | 


FUNCTIONS 


á [t 
á M 
ó = 
TAB 
d [TAB] 
ó [E 
ó m 
d 


DELETE 


. COMMANDS 


d D 
4 fi 
á [P] 
ó [P] d [Al 
& [P] d [DI 
Gr On 
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up cursor key, scrolls through records, moves categories 


. down cursor key, scrolls through records, moves categories 


right cursor key, moves categories 
moves cursor to next category 
moves cursor to previous category 
turns over-type function on and off 
displays Desktop Index | 

zooms in and out to display records 


deletes info to the end of a line 


. deletes character to left of cursor 


starts DELETE RECORDS command 


starts INSERT NEW RECORDS command 
starts REPORT MENU command _ 
starts ARRANGE (SORT) command 
deletes the line 

starts INSERT A CATEGORY command 
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GP 6m justifies 

SOP d [P] starts PRINT command 

G [s] saves the file 

ó lvi starts SET STANDARD VALUES command 


LOADINGAPPLEWORKS .. 


Make sure your computer is turned off. 

Place the AppleWorks Start-Up disk into Drive l. 

Now turn your computer on. 

You will see displayed at the bottom of your screen: 

Place the AppleWorks PROGRAM Disk in Drive 1 and press RETURN 


Now remove the AppleWorks Start-Up disk and replace it with the AppleWorks Program disk. 
Press: 


displays at the bottom of your screen, 
Type today's date or press Return 
places you in the Main Menu and highlights the first option, 
Add files to the Desktop 
NOTE 


If you have purchased this book WITHOUT the Sample Diskette 
skip the following section Loading the Sample Diskette, and go 


down to the paragraph entitled Typing in the Data Base, Which is 
on Page 178. 


If you have purchased this book WITH the Sample Diskette, use 
the following instructions, Loading the Sample Diskette, to load 
the information illustrated in Figure 1. 


LOADING THE SAMPLE DISKETTE 


You have already loaded the AppleWorks program, and you should now be in the Main Menu. The 
first option, Add files to the Desktop, is highlighted. . 


Place the Sample Diskette into Drive 2 and press: 


[RETURN | displays Add files Menu and highlights the first option, 
The current disk: Drive 1 


With your down cursor key, place your cursor on the second option, A different disk, and press: 


places you in Change Current Disk and highlights the first option, 
Drive 1 
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Place your cursor on the second option, Drive 2, and press: 


places you in the Add files Menu and highlights the first option, 
| The current disk: Drive 2 


| . displays AppleWorks files 
Place your cursor on Mail List and press: 
| loads the report (Mail List) onto your screen 


Now that you have loaded Mail List, remove the Sample Diskette from Drive 2, and place a 
formatted data diskette in Drive 2, so that later you will be able to save your corrected report on it. 


Cursor Keys 
The first thing you must familiarize yourself with is the cursor keys. Press each cursor key, one at a 
time, and observe their movements before attempting to type any information. 


Skip over the next section entitled Typing in the Data Base, and go down to the paragraph titled 
Single and Multiple Record Layout, on Page 181. 


TYPING IN THE DATA BASE 


If you have purchased this book without the Sample Diskette, you will need to type it in. Therefore, 
you must place a formatted data diskette in Drive 2. 


After loading AppleWorks, you should be in the Main Menu and the first option, Add files to the 
Desktop, will be highlighted. 


— Press: 


| displays Add files Menu and highlights the first option, 
The current disk: Drive 1 


With your down cursor key, move your cursor to the second option, A different disk, and press: 


[RETURN] places you in Change Current Disk and highlights the first option, 
Drive 1 


Place your cursor on the second option, Drive 2, and press: 


[RETURN] places you in the Add files Menu and highlights the first option, 
The current disk: Drive 2 P 


Place your cursor on the fourth option, Data Base, and press: 


| ' displays Data Base Menu and highlights first option, 
| From scratch 
[RETURN] | mE displays Type a iame for this file. 
Type: 
Mail List name of file 
displays working screen 


Before typing, make sure you have placed a formatted data diskette in Drive 2, so that later you will 
be able to save your mail list onto this diskette. 


Using the following instructions, you will begin typing in the mail list illustrated in Figure 1. 
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Cursor Keys 


The first thing you must familiarize yourself with is the cursor keys. Press each cursor key, one at a 
time, and observe their movements before attempting to type any text. 


Before typing in the document, you must first remove the words Category 1. 
Using your cursor key, 

Place your cursor on the space following the words, Category 1. Press: 

| deletes the character to the left of the cursor 


Continue to press the key until you have deleted the phrase Category 1. 


Now you are ready to type your category names. 

Type: 

Company first category 

Press: 

| accepts the entry and moves your cursor to the next line 
Type: o | i | 

First Name second category 


Press: 


|RETURN accepts the entry and moves your cursor to the next line 


Continue to type in the categories exactly as illustrated in Figure 1, pressing [RETURN] after each 
entry. 


When your list is completed, press: 


[ESC] | informs you that you will now go into the Insert New Records feature 


displays the categories of the first record 


Type the first record as illustrated in Figure 1, beginning with Fi iero Furniture, pressing [RETURN] 
after each category. 


Now refer to Figure 1 and type in the second record, Big Buck Construction, exactly as you typed 
in the first record, pressing after each category. 


Continue typing in all the records, illustrated in Figure 1, pressing after each category. 


When you have finished, press: 


[ESC] displays all of your records in multiple record layout 
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"SINGLE AND MULTIPLE RECORD LAYOUT | 


Multiple Record Layout 


Your records are now displayed in multiple record layout, which means that the category names are 
above the double-dashed line and all of the records are listed below. 


You will not be able to see all the categories of your records because they extend beyond the screen. 


Single Record Layout | 
To view the rest of the information, you must look at each record individually. 


| To do this, 

Using your down cursor key, 

Place your cursor anywhere on the last line, the Interwoven Industries line. 

Hold down and press: | 

ó Z zooms in, displays one single record, Interwoven Industries 


When all the information on one record is displayed, you are using single record layout. 


Multiple Record Layout 
To view all the records in Multiple Record Layout, 


Hold down and press: 
ó z zooms out, displays all of the records 


Press your up cursor key until the rest of your records are visible. 


“SCROLLING IN MULTIPLE RECORD LAYOUT 


At times it may be necessary to make changes and additions to different records. Because your list 
may grow quite long, you will want to take advantage of AppleWorks’ scrolling features. 


Scrolling to the Beginning and End of the Screen 


Leave your cursor on the first line. 


Hold down and press: 

dá down cursor key, moves your cursor to the last record on the screen. 
Hold down and press: 

á up cursor key, moves your cursor to the first record on the screen 


You will notice that your cursor has moved up and down in only the first category, the Company 
category. 
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The Tab Key 


To move your cursor to the right, 
Press: | | 
[TAB] | a p eee moves your “cursor. to: the: ‘right to ifie: riext éatégory; thé First Name 


category 


To move your cursor to the left, 


‘Hold down and press: | | 
á moves your cursor to the left to the previous category, the e Company 
N category | | E a 


NSINGLE RECORD LAYOUT i = mum = u uu 


SCROLLING I 


To display a single record, PELLE dod EV 22x iu els . E 
Place your cursor on the word Intimate, in the fifth € | 

Hold down and press: o oo p ge 2 

d Zl | zooms in, displays one single record, Intimate Interiors | 
Scrolling from One Record to the Next 

To scroll from one record to the next record, 

Hold down and press: 


Š I ! down cursor key, displays the next record 


Note: The number of the record is displayed above the double- dashed 
line " | 


To scroll from one record to the previous recotd, | 
Hold down and press: 
a tl up cursor key, displays the previous record. " 


Note: The number of the record is displayed a above the double dashed 
line | 


Scrolling Down each Record and Forward: to. the. Next Record | 


To move down a record and forward to thé next record, 
Press: 
TAB moves your cursor down to the next category 


Continue to press the [TAB] [TAB] key and your : cursor will move down the record, from category to 
A ERJ 
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When your cursor is on the last category, 

Press: 

[TAB moves cursor forward to the top of the next record 

To move your cursor backward tọ the previous category, _ 

Hold down and press: 

d moves cursor backward to the bottom of the pievious record 


Continue to hold down and press (& [TAB TAB] and your cursor will move up the record from category 
to category. - E | 


When our cursor is.on. me first Category, or 
Hold down and press: d 


G moves cursor backward to the bottom of the previous record 


CHANGING A CHARACTER 


You have discovered that the contact name for Interwoven Industries is spelled incorrectly. 
To see all of your records, 

Hold down and press: 

d Z] zooms out, displays all of the records 

Press your up cursor key until the rest of your records are visible. 

Place your cursor on the last record, Interwoven Industries. 

places your cursor on the Last Name category 

Place your cursor on the first a in Briggaman. 

Type: _ 

| : inserts the e and moves the text to the right 


Place your cursor on the m in Briggaman and press: 


deletes the character to the left of the cursor (the a) 
accepts your entry - o 
NOTE 


You MUST press after every entry 
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| INSERTING CHARACTERS . 


CHAPTER Labels: Setting up the File and Printing out the Report 


Big Buck Construction has relocated. You need to change the address in your file. 
Place your cursor anywhere on the Big Buck Construction record line. 

Hold down and press: 

ó Zi zooms in, displays the entire record 

á [E] turns on over-type function 


Your cursor will now take on the appearance of a flashing rectangle. This indicates that the over- 
type function is on. 


Place your cursor on the address line. 

Leave your cursor on the 5 in 5300. 

Type: 

302 N. Claymont the new address | 
Press as many times as necessary to erase the remainder of the old address. 


Hold down and press: | | | 
d [El turns off the over-type function and returns cursor to its original 
appearance 
RETURN accepts your new entry and moves your cursor to the next category 


NOTE 


Using the á [E] (the over-type function), you can switch back 
and forth between the over-type and insert functions. 


To view all of your records, 
Hold down and press: 
d Z] zooms out, displays all of the records 


Press your up cursor key until the rest of your records are visible. 


DELETING CHARACTERS 


The contact name for In-Step Interiors has changed. You don't know who the new contact is, so - 
you decide to delete the incorrect information and leave it blank. 


Place your cursor on the In-Step Interior line. 
Using your $ key, 


Place your cursor on the First Name category. 
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Place your cursor on the space following the name Lori. 
Press: 
DELETE | deletes the character to the left of the cursor 


Continue to press the [DELETE] key until the entire name, Lori, is deleted. 


Press: 

RETURN accepts your entry and moves your cursor to the next line 
Note: A dash represents the blank space 

it up cursor key, moves cursor up one line, to In-Step Interiors 

Press key once. 


Place your cursor on the space following the name Ronalds. 

Press: 

deletes the character to the left of the cursor 
Continue to press the key until the entire name, Ronalds, is deleted. | 
Press: 


accepts your entry 
Note: A dash represents the blank space 


DELETING TO THE END OF A LINE 


The phone number for Bob's Builders has been changed. Since you cannot see this information in 
the Multiple Records Layout, you will need to change to Single Records Layout. 


Using the © [TAB], 

Place your cursor on the Company category. 

Using the up cursor key, 

. Place your cursor on the Bob's Builders record. 

Hold down and press: 

d (zl zooms in, displays the entire record 
. Place your cursor on the phone number category. 

You do not want to change the area code, so 


Place your cursor on the number 7, which follows the area code. 
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Hold down and press: 
| | deletes all the information to the right of the cursor 
Type: | 
243-3992 | new phone number | 
| accepts your new entry and moves your cursor to the first category of 


the next record 


Note: In this case, the next category becomes the tirgi Cepo of the 
. next record, Good Buddy Remodeling | 


DELETING RECORDS 


Deleting in Single Record Layout 


Good Buddy Remodeling and Far-Out Designs have gone out of business, so you want to delete the 
records from your file. 


Remain in single record layout, with Good Buddy Remodeling displayed on your screen. 


To delete Good Buddy Remodeling from your file, 
Hold down and press: 


ó [D] starts DELETE RECORDS command and displays 
Delete current record? 


| selects Yes, deletes the record from the file, and displays 
Delete current record? 


The next record is Intimate Interiors, which you DO NOT want to delete. So press: 


[N] selects No, moves on to the next record, and displays: 
Delete current record? 


The next record is Far-Out Designs, which you DO want to delete. So press: 


selects Yes, deletes the record from the file, and displays 
Delete current record? 


You don’t need to delete any more records, so press: 


ESC returns you to REVIEW/ADD/CHANGE 


Deleting in Multiple Record Layout 


You will no longer be doing business with the Hot Tub Emporium and Intimate Interiors, so you 
need to delete their records from your file. 


Hold down and press: 
& [zl zooms out, displays all of the records 


Press your up cursor key until the rest of your records are visible. 
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Place your cursor on the Intimate Interiors record. 


Hold down and press: 


d [D] starts DELETE RECORDS command and highlights the record to be 
deleted, Intimate Interiors 
down cursor key, highlights the second record to be deleted, 
Hot Tub Emporium 
RETURN deletes the two records from the file 


STANDARD VALUES | 


A standard value is one which you want to see displayed in ALL your records. 


Since all of the companies you do business with are located in South Carolina, you would like the 
abbreviation SC to appear on all your records. 


You can be in either Single or Multiple Record Layout, when you perform this operation. 

Since you are in Multiple Record Layout, you may remain in this layout. 

Hold down and press: 

á starts SET STANDARD VALUES command and displays a blank record 
Place your cursor on the State category. 


Hold down the |SHIFT | key and type: 


SC standard value you wish to be displayed (abbreviation for South 
Carolina) 

| accepts your new entry and moves your cursor to the next category 

[ESC] returns you to Multiple Records Layout 


Whenever you insert records you will observe that the Standard Value (the State category, SC) will 
remain where you previously typed it in. 


If you wish to remove the SC at any time, you may do so by utilizing the over-type function 
( Ó [E]) to type over the SC. 


` INSERTING RECORDS ^ 


You have decided to insert a record into your file and would like it to appear above Big Buck 
Construction. 


Place your cursor anywhere on the Big Buck Construction record. 
Hold down and press: 
d o | starts INSERT NEW RECORDS command and displays a blank record 


Note: The standard value, SC, which you previously entered, is 
displayed on the State category line 
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Now you can insert the record. To do this, 
Type: 


Beach Side Remodeling company name 


accepts entry and moves cursor to next line 

John first name 

accepts entry and moves cursor to next line 

Keyes last name 

accepts entry and moves cursor to next line 

21 Sandy Rd street address 

accepts entry and moves cursor to next line 

Florence city 

accepts entry and moves cursor to next line 
Note: The abbreviation for the state (SC) is already there, $0 press: 

moves cursor to next line 

29501 zip code 


RETURN accepts entry and moves cursor to next line 


phone number 


accepts entry and moves cursor to next line 


xy € 
m © 
BAS 
Cc mo 
D o 
z © 
o 

A 

$a 

Ó 


returns you to REVIEW/ADD/CHANGE 


You will observe that the record on Beach Side Remodeling has been inserted above Big Buck 
Construction. | 


Since you will be doing a bulk mailing, you would like your mail list to be printed in the Labels-Style 
Report. To do this, 


Hold down and press: 
& [P] starts REPORT MENU command and displays a list of options 


Place your cursor on the third option, Create a new “labels” format, and press: 


displays Type a name for the report: 
Type: 

Mail List name of report | 

starts REPORT FORMAT command 


You are now prepared to proceed with the next operation, Rearranging Categories. 
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REARRANGING CATEGORIES. 


When you print out your mail list, you will want to see the city, state, and zip code all printed on the 
same line. | 


You will need to move the State and Zip categories up to the City category line. 

Place your cursor on the S in State. 

Hold down and press: 

Cy] right cursor key, moves the category one character to the right 


Continue to hold down and press the Y [—] until you have moved the State category two spaces 
past the City category. 


Hold down and press: 


Š up cursor key, moves the category up one line 


Place your cursor on the Z in Zip. 
Hold down and press: 
6 LJ] right cursor key, moves the category one character to the right 


Continue to hold down and press the (4 [— ]until you have moved the Zip category two spaces 
past the State category. 


Hold down and press: 


CG it Ü up cursor key, moves the category up two lines 


When you print out your mail list, the first and last names will appear on the same line. 


To move the Last Name category so that it will be to the right of the First Name category, - 
Place your cursor on the L in Last Name. 

Hold down and press: 

CG [— ] right cursor key, moves the category one character to the right 


- Continue to hold down and press (à [— ] until you have moved the Last Name category two 
spaces past the First Name category. 


Hold down and press: _ 
CG It up cursor key, moves the category up one line 


You will be deleting the unnecessary blank lines in the next paragraph, Deleting Spaces and 
Categories. 
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DELETING SPACES AND CATEGORIES" 0 00 
While in REPORT FORMAT, you will delete blank lines and categories. 

To eliminate the blank line above Address, | 

Place your cursor anywhere on the blank line above Address. 

Hold down and press: 

ó [D] deletes the blank line 

You have decided that it is not necessary to have the Company name on this T€ 
Place your cursor on the C in Company. 

Hold down and press; 

& D deletes Company 

To eliminate the blank line above the First Name category, 

Leave your cursor on the blank line above the First. Name category. 

Hold down and press: 

& D deletes the blank line 


Since you don't want the phone number to appear on your mail list when you print it out, you will 
need to delete it from the report. To do this, | 


Place your cursor on the P in Phone, 
Hold down and press: 
ó D] deletes the line 


You will notice there are three blank lines following the last category. We will leave those in, in 
order to provide spaces between each label. 


— NOTE 


Whenever you make a change in REPORT FORMAT, it will appear 
on what you print out, but you will see no change when you look 
at your file in REVIEW/ADD/CHANGE. 


For example, if you delete a category in REPORT FORMAT, the 
category will not be deleted from your file in 
REVIEW/ADD/CHANGE. . 


INSERTING SPACES AND CATEGORIES 
While in REPORT FORMAT, you will insert spaces and categories. 


You find that it is indeed necessary to have the company name appear on your printed out report. 


So now you must insert this category which you previously deleted. 
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Place your cursor on the F in First on the first line. 
Hold down and press:- ` 


Š "n starts INSERT A CATEGORY command and lists categories you have 
deleted thus far . 


You must now insert a blank line before inserting a category. 

Place your cursor on the third option, A spacing line above cursor position, and press: 
inserts a blank line aboue your cursor 

Leave your cursor on the blank line you have just inserted. 

Hold down and press: 

d [uU | starts INSERTS A CATEGORY command 

Leave your cursor on the first option, Company, and press: 

inserts Company onto the blank line 

ARRANGING RECORDS - | 


While in REPORT FORMAT, you may want to arrange your records in the order you wish to see 
them printed out. - E | 


You would like your mail list to be arranged by zip code. 

Place your cursor on the Z in Zip. 

Hold down and press: 

G4 fl | starts ARRANGE (SORT) command 
Place your cursor on the third option, From 0 to 9, and press: 
arranges the files in numerical order 


You will see the file arranged by zip code, in numeric ascending order, when you print out your 
labels. . 


LEFT JUSTIFYING 


While in REPORT FORMAT, you may need to left-justify your information. 

In this instance, because of the lines where you have combined categories (First Name Last Name, 
and City State Zip), you need to left-justify, so that there will not be wide spaces between the 
names, and between your city, state, and zip codes. To do this, 

Place your cursor on the L in Last Name. 


Hold down and press: 


d [Jl inserts a « which signifies left justify 
Place your cursor on the S in State. 
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Hold down and press: 


gm AZ inserts a « which signifies left justify 
Place your cursor on the Z in Zip. 

Hold down and press: 

Go [Jl inserts a « which signifies left justify 


NOTE 


Don't worry if some of the last letters in the word State are 
deleted. | 


It will not affect your printout. 


The « will not appear on the printout. 


SAVING 


Before saving your data base file, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. | 


Hold down and press: 


d [Ss] saves the file 
SETTING UP YOUR PRINTER 


If you have already set up your printer for an AppleWorks' Spreadsheet or an AppleWorks Word 
Processor document, you may skip this section and go on to the paragraph entitled Printing, which 
is on Page 193. | | l i 

If your printer has not been set up, you will need to use the following directions. 


Press: 


[ESC] places you in the Main Menu 

Place your cursor on the fifth option, Other Activities, and press: 

displays Other Activities Menu 

Place your cursor on the seventh option, Specify information about your printer(s), and press: 
displays Printer Information Menu 

Place your cursor on the second option Add a printer (maximum of 3), and press: - 

[RETURN] | displays a list of printers 


Place your cursor on the name of the printer you are using and press: 


; 


displays Type a name: 


You must now give the printer a name. 
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Type any name you choose, for example: 


Bagel printer name | 
RETURN displays How is the printer accessed? 


In most cases, the method of access will be Slot 1. If it is, press: 
displays printing options 
If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 


change any of the values in numbers 1 through 4. But at this point you can change any of the values, 
depending on your own printer. 


Press: 
c& [al displays Desktop Index and highlights the file you are currently 
working on 
| . brings you back to your report 
PRINTING EBENE E 
To print your labels, 
Hold down and press: 


ó [P] starts REPORT MENU command and displays a list of options 


Place your cursor on the fourth option, Duplicate an existing format, and press: 


displays Which do you want to duplicate? and highlights Mail List 


displays Type a name for the report 


Although the report is already displayed on your screen, you MUST type it in again. 


Hold down and press: 

ó [E] | turns on over-type function - 

Type 

Mail List 2 report name 

d [El turns off over-type function 

starts REPORT FORMAT command 
Hold down and press: 

ó [P] starts PRINT command and displays: 


Where do you want to print the report? 
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Leave your cursor on the first option and press: EM 


N displays | | 
DEM | Type report date or press Return: 
| displays: E 


a o. 7.. Howmany copies? 1- "E 
RETURN prints the report 


| Your printout should look like Figure 2. 
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In this chapter; you will utilize AppleWorks’ COPY command and Ditto function. You will change 
the file structure by changing a category name, and deletirig and inserting a category. The layout of 
both multiple and single files will be changed when you switch category positions, delete and insert a 
category and change the width ofcategories.. —— . |  .^ — 


- D Si . 


^ 


ý B ES 


You will select the records you want to see displayed, arrange the records in chronological order, 
and use the FIND command to quickly display certain records. 


vl 


* 
Dea 


When you format to print out in the tables style, you will delete a category, change column width, 
and use a calculated category. DER 

You will choose specified records to print out, then look at your choices of printer options. Saving 
and printing will follow. Finally, you will use AppleWorks' Help option. 


OPERATIONS PERFORMED 


» 


Loading the Data Base a : | 
Typing in the Data Base 


Copying Records E | s mE 


Dittoing | | | | | 007 


Changing the File Structure 


Changing Multiple Record Layout | I | Hi T 
| The Power Of ~ AppleWorks 195 


2 CHAPTER Tables: Setting up the File and Printing out the Report 


Changing Single Record Layout | 
Record Selection Rules | 
Arranging Records 

Finding Records 

Formatting for Tables 

Deleting Categories 

Changing Column Width 


Calculated Categories 


Right Justifying 


Printing out Specified Records 


Saving 
Printer Options 


Printing 


Using AppleWorks’ Help Option 


FUNCTIONS | 


d [E] turns over-type function on and off 

ó [a] displays Desktop Index 

d [zl zooms in and out to display records | | 

ó i down cursor key, moves category down one line 

ó t] up cursor key, moves category up one line 

ó moves category to right 

á moves category to left 

á [= ] right cursor key, increases category width, moves category 
dá | left cursor key, decreases category width, moves category 
& p] . displays options 

6 E dittos information — 
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d [Al starts ARRANGE (SORT) command 

ó [c] starts COPY RECORDS command 

á [E] starts FIND RECORDS command 

ó starts CHANGE RECORD LAYOUT command 
d L] ó [D] deletes category 

«& i) ó m inserts category 

d IN] starts CHANGE NAME/CATEGORY command 
d INI d [DJ starts DOUBLE-CHECK ERASE command 

ó [N] Ó H inserts a space 

d [P] starts REPORT MENU command 

& [P] d [D] deletes category from report 

G [P] ó HJ justifies 

d [P] d K] inserts calculated category - 

3 [P] é [0] . starts PRINTER OPTIONS command 

& [P] G [P] prints report 

ó [P] Ó totals calculated category 

G [R] starts SELECT RECORDS command 

$ [s] saves file 


_ NOTE 
If you have purchased this book WITHOUT the Sample Diskette, 
skip the following section, Loading the Sample Diskette, and go 


down to the paragraph entitled Typing i in the Data Base, which is 
on Page 198. 


If you have purchased this book WITH the Sample Diskette, use 
the following instructions, Loading the Sample Diskette, to load 


2 


the information illustrated in Figure 1. ( 


LOADING THE SAMPLE DISKETTE 


Place the Sample Diskette into Drive 2 and press: 


[ESC] places you in the Main Menu and highlights the first option, 
Add files to the Desktop | 
places you in the Add files menu and highlights the first option 
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If the first option is: The current disk: Drive 1, move your cursor to the second option, A 
different disk, and press: zi 


RETURN places you in Change Current Disk and highlights the first option, 
Drive 1 


Place your cursor on the second option, Drive 2, and press: - 


places you in the Add files Menu and highlights the first option, - 
The current disk: Drive 2 — | 
displays AppleWorks files 
Place your cursor on Auto Inventory and press: 
loads the report, Auto Inventory, onto your screen 
When you are in the Main Menu, if you see The current disk: Drive 2, press: 
displays AppleWorks files 
| Place your cursor on Auto Inventory and press: 
: loads the report, Auto Inventory, onto your screen 


Now that you have loaded Auto Inventory, remove the Sample Diskette from Drive 2, and place a 
formatted data diskette in Drive 2, so that later you will be able to save your corrected document on 
it. 


Skip over the next section entitled Typing in the Data Base, and go down to the paragraph titled 
Copying Records, on Fage 201. | 


TYPING IN THE DATA BASE. 


If you have purchased this book without the Sample Diskette, you will first need to place a 
formatted data diskette in Drive 2. 2 | | : 


After loading AppleWorks, you will be in the Main Menu, and the first option, Add files to the 
Desktop, will be highlighted. Press: | | 


places you in the Add files Menu and highlights the first option, 
Current disk: Drive2  . CREDE" 


Place your cursor on the fourth option, Data Base, and press: 


displays Make a new file and highlights the first option, From scratch 
displays Type a name for this new file | 

Auto Inventory file name | 

places you in your Data Base working screen 


Before typing, make sure you have placed a formatted data diskette in Drive 2, so that later you will 
be able to save the Auto Inventory onto this diskette. | 


Before typing the Auto Inventory illustrated in Figure 1, you must first delete the words 
Category 1. To do this, 
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With your cursor key, move your cursor to the space following the words Category 1. 
Press: | 
deletes the character to the left of the cursor 


Continue to press the key until you have deleted the words Category 1. 


Type: 

Year name of first category 

accepts the entry and moves your cursor to the next line 
Make name of second category 

, accepts the entry and moves your cursor to the next line 


Continue to type in the categories exactly as illustrated i in Figure: 1, pressing [RETURN] after each 
entry. 


When you have finished typing the categories, press: 


[ESC] . informs you that you will now go into the Insert New Records feature 
o displays the categories of the first record 
NOTE 


You will see alspleyed: ADONG the double- dashed line, 
Record 1 of 1. 


Type the first record as illustrated in Figure 1, pressing [RETURN] after each category. 


NOTE . 


Whenever a category name includes the word date, as in 
Purchase Date, AppleWorks converts the date you entered into a 
standard format. This means that when you type 3-1-84 or 3/1/84, 
for example, AppleWorks will convert the date that you have 
'typed into Mar 1 84. 


If you decide to use a category called Time, AppleWorks will 
convert the time to a standard format. This means that when you 
type 6, into a Time category, for example, AppleWorks will 
convert the time that you have typed into 6:00. 


Continue typing in all the records, pressing | RETURN| after each category. 


When you have typed in all the records, press: 
[ESC] .— displays all of your records 


You will not be able to see all the categories of your records, because they extend beyond the screen. 
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COPYING RECORDS |... 55 s 


You have two records to add that are basically the same as the record on Line 2, Chevrolet Camero. 
Place your cursor anywhere on the Chevrolet Camero line. 
Hold down and press: 


Š starts COPY RECORDS command and highlights the record to be 
copied 


At the bottom of your screen, the first option, Current record, is highlighted. Press: 


RETURN selects current records and displays How many copies of current 
record? (Max 99) | 
2 number of copies 


RETURN copies records and returns you to multiple record layout 


. DITTOING 


You realize that you entered the wrong information in the Year category for the Chevy Luv. You 
entered 1978 instead of 1979. 


Since the car above the Chevy Luv is also a 1979, AppleWorks' ditto function will come in handy. 
Place your cursor anywhere on the year 1978, on the Chevy Luv line. 
Hold down and press: 


Š E] (Do not use copies the 1979 from the above record and moves your cursor to the 
the Shift Key) next category 


To change the structure of the file, you will change a category name, delete a category and insert a 
category. 


Hold down and press: 


d N] starts CHANGE NAME/CATEGORY command and displays 
Type filename: Auto Inventory at the bottom of your screen 


You do not want to change the name of the file, Auto Inventory, so press: 
RETURN accepts file name 


Changing a Category Name 


It would be more appropriate for the name of the last category, Price, to read as Sale Price. To 
change the name of this category, 
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Place your cursor on the P in Price (the last category), and type: 


Sale new category name 
SPACE BAR inserts a space between the words 
RETURN accepts your new entry and moves your cursor to the next category 


Deleting a Category 


You have discovered since you created your filing System, that the Miles category is really not 
needed. To delete this category, 


Place your cursor on the word Miles. 
Hold down and press: 


^ [DJ starts DOUBLE-CHECK ERASE command and displays at the bottom 


of your screen Do you really want to do this? 
Yes, deletes the category from the file 
—.. NOTE 


When you are in the CHANGE NAME/CATEGORY command and 
you delete a category, all the information in that category will be 


permanently erased. 


Inserting a Category 


In your work with this file, you have discovered it would be helpful to keep track of the amount of 
money you spend on expenses for each car. To do this, you need to insert a category titled 
Expenses. 


AppleWorks always inserts above the place where your cursor is. 


You have decided that you want Expenses to follow the price you paid for the car. To accomplish 
this, 


Place your cursor on the Date Sold category. 


Hold down and press: 


d [1j inserts a space for the new category 
Type: 
Expenses new category 
accepts the entry and moves your cursor to the next category 


Now that you have inserted the new category, you will need to go back to your file and insert the 
information for this category. 


[ESC] returns you to REVIEW/ADD/ICHANGE `“ 
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The new category does not appear in multiple record layout, so you will need to go to the single 
record layout in order to add the new Expenses information. 
To view the first record, Plymouth Horizon, in single record layout, 
Place your cursor on the first record, Plymouth Horizon. 
Hold down and press: 
ó [zl | zooms in, displays the first record, Plymouth Horizon 


You spent $200 on repairs for the Plymouth Horizon and wish to insert that information into your 
new category, Expenses. To do this, 


Using your cursor key, 


Place your cursor on the new category, Expenses, and type: 


200 information to be inserted into the Expenses category for the Plymouth 
Horizon 
accepts the entry and moves your cursor to the next category 


Press the key until you get to the second record, Chevrolet Camero. 


Using your cursor key, 


Place your cursor on the Expenses category and type: 


0 | information to be inserted into the Expenses category for the Chevrolet 
Camero 
RETURN accepts the entry and moves your cursor to the next category 


Press the key until you get to the third record, which is another Chevrolet Camero. 


Using your cursor key, 


Place your cursor on the Expenses category and type: © 


0 information to be inserted into the Expenses category for the Chevrolet 
Camero 
RETURN accepts the entry and moves your cursor to the next category 


Press the key until you get to the fourth record, which is another Chevrolet Camero. 


Using your cursor key, 


Place your cursor on the Expenses category and type: 


0 information to be inserted into the Expenses category for the Chevrolet 
Camero 
accepts the entry and moves your cursor to the next category 


Press the key until you get to the fifth record, which is the Ford Mustang. 
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Using your cursor key, | 


Place your cursor on the Expenses category and type: 


400 expenses 
accepts the entry 


Press the key until you get to the sixth record, which is the Chevy Luv. | 
Using your cursor key, 


Place your cursor on the Expenses category and type: 


150 expenses 
RETURN accepts the entry 


Press the [TAB] key until you get to the seventh record, which is the Chevy Citation. 


Using your cursor key, 


Place your cursor on the Expenses category and type: 


100 expenses 
RETURN accepts the entry 


To view all your records, 
Hold down and press: 
á [z] zooms out, displays all of the records 


Press your up cursor key until the rest of your records are visible. 


CHANGING MULTIPLE RECORD LAYOUT 


You are now in Multiple Record Layout, and you want to change the way the file appears in 
multiple record layout, switch category positions, delete and insert a category, and change category 
widths. 

To begin the operation, 

Hold down and press: 

ó 0 -starts CHANGE RECORD LAYOUT command 


Now you are ready to switch category positions. 


Switching Category Positions 
The file would look better if the Year category came after the Description category. 


Leave your cursor on the Year category. 
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Hold down and press: 


d (Do not use moves the Year category to the right of the Make category 
the Shift Key) | 


a (Do not use moves the Year category to the right of the Description category , 
the Shift Key) 
Now that you can see what the Year category looks like in its new position, you have changed your 
mind and decided you would like the Year category to come before the Description category. 
Leave your cursor on the Year category, 


Hold down and press: 


d (Do not use moves the Year category to the left of the Description category 
the Shift Key) 


Deleting a Category 


You are about to delete a category. It is important to know that when you delete a category in 
CHANGE RECORD LAYOUT, it is not permanently deleted. 


You have decided that the information on the Expenses is not necessary after all. 
To delete the Expenses category from the file, 


Press the key until the Expenses category is visible on your screen. 
Hold down and press: 
d [D] deletes the category 


NOTE 


When you are in CHANGE RECORD LAYOUT and delete a 
category from the multiple record layout, the category you have 


deleted will sul remain in the Single rocorg moe 


You don't feel right about taking the category out from multiple recone layout. So you want to put 
it back in. 


Leave your cursor where it is, on the Date Sold category. 
Hold down and press: 


é Iu starts INSERT A CATEGORY command: displays a list of the 
categories you have deleted, and highlights Expenses 


RETURN inserts the category where your cursor is 
Changing the Width of the Categories 


Press the d key until your cursor is on the Make category. 
The Make category is too narrow. To widen it, 


Leave your cursor on the Make category. 
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Hold down and press: 
á [=] right cursor key, increases the width of the category by one character 
The Year category is wider than it needs to be. 


Press the key until your cursor is on the Year category. 


Hold down and press: 
Gf] left cursor key, decreases category width by one character 


Hold down and press C$ [ =], left cursor key, ten more times. 


The Year category width will now be 11 characters narrower. 

You notice that the Description category is too narrow. 

Press the key until your cursor is on the Description category. - 

Hold down and press: 

d&li-1l right cursor key, increases category width by one character 
Hold down and press œ [ — ],right cursor key, two more times. 

The Description category will now be three characters wider. 


Change the other column widths by using the above procedure, the ($ [ — | and 
&L- | keys. 


When you have finished changing the column widths, press: 


[ESC] returns you to REVIEW/ADD/CHANGE 


CHANGING SINGLE RECORD LAYOUT. 


To change the way the file appears in single record layout on your screen, - 
Leave your cursor on Plymouth Horizon. 


Hold down and press: 


ó Z] zooms in, displays the entire record, Plymouth Horizon 
Hold down and press: 

\ 
á starts CHANGE RECORD LAYOUT command ^ 


You are now ready to start switching categories. 


Switching Categories 


You would like the single record file to be arranged the same way the multiple record file is, so you 
need to switch a couple of categories. 
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To move the Make category up above the Year category, 

Place your cursor on the M in Make. 

Hold down and press: 

á L=] right cursor key, moves the category one character to the right 


Continue to hold down and press the ($ right cursor key until the Make category is 2 spaces 
past the entry in the Year category. 


Hold down and press: 

va it up cursor key, moves the category up one line 

Place your cursor on the Y in Year. 

Hold down and press: 

á down cursor key, moves the category down one line 

Place your cursor on the M in Make. 

Hold down and press: 

ó C=] left cursor key, moves the category one character to the left 


Continue to hold down and press the (& [C=] until the Make category is aligned with the rest of 
the categories. 


NOTE 


You cannot delete and insert categories while in the CHANGE 
RECORD LAYOUT for single record layout. 


Press: 


[ESC] returns you to REVIEW/ADD/CHANGE 
RECORD SELECTION RULES — | 


You have decided that you would like to see displayed all of the records of the cars you purchased in 
the first quarter of 1984, from January to March. 


Hold down and press: 
ó R] starts SELECT RECORDS command and displays your category names 
Place. your cursor on the fourth category, Purchase Date, and press: 
displays list of options 

| NOTE 


The list of options will vary according to which category you 


choose. | 
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Since you want the records from January to March to be displayed; place your cursor on the second 
option, İs after, and press: 


| displays at the bottom of your screen 


Type comparison information: 
Dec 31, 1983 | | selects records after Dec 31, 1983 
accepts information and displays options 


Place y your cursor on 1 the third option, through, and press: - 


[RETURN] . . displays at the bottom of your screen 
| Type comparison information: 
Apr 1, 1984 selects records before Apr 1, 1984 
. accepts information and displays.more options 


You have completed your selection and do not wish to choose another option, so press: 

[ESC] displays one of the records that you have selected, Plymouth Horizon 
Since you are in single record layout, you can only see one of the records you have selected, 

Hold down and press: B | 


elg, |. «  .. ,.Zooms out, displays the records you have selected: all of those after 
vestig 077 ` Dec 31, 1983 and before Apr 1, 1984 PU 


s M ta 


The information pertaining to the selection is displayed at the top of your screen after the word 
Selection. | 


To change Selection back to All, 


Hold down and press: . 

& [R] o starts SELECT RECORDS command and dispiaysel at the bottom of your 
| screen, Select all records? 

l Yes, selects all records, and displays all of your records 


ARRANGING RECORDS | 


You would like all of the records on this file to appear in chronological order. 
Using your [TAB] TAB] key, | 

Place your cursor on the Purchase Date category, 

Hold down and press: 


& [A] starts ARRANGE (SORT) command and displays options 
Ver gw erni ' a cx EET xr : 
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Place your cursor on the fifth option, Chronological, and press: 
displays records chronologically according to purchase date 
NOTE | 


AppleWorks also allows you to arrange your record 


alphabetically or numerically according to any category. 


“FINDING RECORDS 


Your file has grown quite long and you WONG one to Hume all the records of the cars you purchased 
that had bad brakes. | 


Hold down and press: 


G [E] starts FIND RECORDS command and displays 
Type comparison information: 

Type: 

bad brakes o comparison information 

displays all ous containing bad brakes 

[ESC] returns you to REVIEW/ADD/CHANGE __ 


PREPARATION FOR FORMATTING TABLES 


You would like to see your report in rows and columns, SO you need to prepare it for printing c out in 
the Tables Style. - | 


Hold down and press: 
.«& [P] starts REPORT MENU and displays a list of options 
Place your cursor on the second option, Create a new “tables” format, and press! | | | " 
| | displays Type a name for the report 
Type: 
Auto Inventory. i name of report ME 
starts REPORT FORMAT command 


NOTE 


The changes you previously made do not show up on your screen 
because they were made when you were in 
CHANGE/RECORDI/LAYOUT, and will not be visible when you are 
in REPORT FORMAT. | | 


However, you will see those changes whenever you view your 
records in REVIEW/ADD/CHANGE. 
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Now that you are in REPORT FORMAT, you are ready to begin making changes for the report you 
will print out. 


DELETING CATEGORIES 


Since all you want printed out is the statistics, you have decided to delete the Description category : 
and the Year category from the report. | 


Using the key, 

Place your cursor on the Description category. 

Hold down and press: 

d [DJ deletes the Description category from the report 
Using the & key, 

Place your cursor on the Year category. 


Hold down and press: 


d D] deletes the Year category from the report 
CHANGING COLUMN WIDTH 


You already changed the widths of your categories for your file in the computer, so now while you 
are in REPORT FORMAT, you want to change the width of: the SERO for the report you will 
print out. 


To do this, 


Leave your cursor on the first category, Make. 


Hold down and press: 


& [=] right cursor key, increases the column width by one character 


Hold down and press the ($ [. — jright cursor key three more times. The column will now be 
four characters wider. 


Using the key, 

Place your cursor on the Purchase Date column. 

Hold down and press: 

á L=] right cursor key, increases the column width by one character 
Using the key, 

Place your cursor on the Price column. Es 


Hold down and press ($ [ — | left cursor kéy as many times as necessary in order to make the 
dashed line exactly as long as the column heading. à 
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Continue to adjust the dashed lines in all the headings, so that they will match the column headings, 


using the [v [ — ]orthe i = ]keys. 


Adjusting the dashed lines will conserve space and will help to assure that your record will not be 
too wide when it is printed out. 


CALCULATED CATEGORIES 


While you are in REPORT FORMAT, you can create calculated categories to print out on your 
report. 


It would be convenient for you to have a category that tells you the profit you made on each car. 
That category should appear at the end of each record. 


Using your key, 

Place your cursor on the e following the last category, Sale Price. 

Hold down and press: 

. K inserts a Calculated category and displays a row of 9s. 


You will see displayed at the bottom of your screen: 
Type a name for the calculated category: 


An appropriate name for this category would be Profit, so type: 
Profit | |.  ; Category name 


To delete the word, calculated, 


Hold down and press: 
dá deletes to the end of the line 
[RETURN] starts DEFINE CALCULATED command and cleplays Type calculation 


rules (Example: A + B + C/5.75): | m 
To calculate your profit, you will subtract the price of the car and the expenses from the sale price. 
The price you sold the car for is in category F. 
The pus you bought the car for is in category C. 
The expenses aedi category D. 


To enter the calculation rule (the formula), type: 


F Sale Price 

— minus 

C . Purchase Price 

— | minus 

D | Expenses. 

| displays Decimal: ‘places for this category: 0, and displays a row of 


nines in the Profit column. 
Note: When printed out, the correct values will be displayed 


Phe Power Of: AppleWorks — 211 


2 


212 


CHAPTER Tables: Setting up the File and Printing out the Report 


You aren't using decimals, so press: 


RETURN! | | | accepts the default, which is 0, and displays Blank spaces after this 
| | category: 3 
RETURNI 3) -aecepts the default, which is 3 
. NOTE 


In your calculations, you can use + (plus), — (minus), * (multiply), 
and / (divide). You can have up to three calculated categories in 


one report. 


When you print out your report, you would like to see the grand total amount of your profit. 
To accomplish this, 


Place your cursor on the category you want to total, the Profit category. 


Hold down and press: 
6: HE $5 59257 -. Starts CATEGORY TOTAL command and displays 
MINIS ^: Decimal places for this category: 0 - ! 
| accepts the default, which is 0, and displays Blank spaces after this 
| . ' — category: 3 
E accepts the default, which is 3, and inserts a double-dashed line below 
ud und the category 


When you print out your report, the COUP nee line will not appear, but the total will appear 
below the Profit column. 


Place your cursor on the Profit category, and `' 


Press d$ [ — ]left cursor key four times in order to narrow the width of the column. 


This will help assure that your printout will not be too wide. 


RIGHT JUSTIFYING 


Since the Profit, or calculated category, will be right justified when it is pontes out, the Sale Price 
would look nice if it were also right justified. | 


While still in REPORT FORMAT, use your ($ [TAB]to scroll back to the Sale Price category. 


Hold down and press: 


go WwW. | right justifies the category and displays 
| Decimal places for this category: v. 
| accepts the default, which is 0, and displays Blank spaces after this 
| | category: 3 | = 
[RETURN] =i ( ket accepts the default, which is 3, and displays rows of 9s across the 
column 
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Now you will widen the Sale Price category. 
Place your cursor on the Sale Price. 


Hold down and press the (4 [ — ]right cursor key twice. 


PRINTING OUT SPECIFIED RECORDS 


You would like to print out a list of all the Chevrolet cars you bought in 1984. 


Remain in REPORT FORMAT. 
Hold down and press: | 
d [R] starts SELECT RECORDS command 


Place your cursor on the second option, Make, and press: 


RETURN displays more options 


Place your cursor on the seventh option, contains, and press: 


| displays, Type comparison information 

Type: 

Chev | make of car you wish to printout . - Ar no 
Note: The letters Chev are included in the word Chevrolet and the word 
Chevy. | 
When you typed Chev, AppleWorks recognized all words beginning 
with the letters Chev. | | 

displays more options _ (| 


Leave your cursor on the first option, and, and press: 

| displays categories to select options from 
Place your cursor on the fourth option, Purchase Date, and press: 
|RETURNI ji TEE displays more options: te AT 1M M 
Place your cursor on the fourth option, contains, and nen: | MEM 


displays, Type comparison information . Bey 


84 | year of car you want to print out 
(RETURN, displays options 
NOTE 


You can use the and option to include as many selection rules as 
you want. 


accepts information 


" 
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You will notice after the word Selection: (at the upper left-hand corner of your screen) the 
selections you have made, which will determine which records you will print out on your report. 


Later, when you print out the information, your printout will look like Figure 2-A. 


NOTE 


If you decide to print out all of your records, change the selection 

rules by holding down œ [R] and selecting Yes (selects all 

records). If you do this, when you print out the information, your 
printout will look like Figure 2-B. 


Figure 2-A 
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PTIONS 


You are ready to print your report, but first you would like to view your printer options, so that you 
may format your printout for double-spacing. 


Remain in REPORT FORMAT. 
Hold down and press: 


d [o] starts PRINTER OPTIONS command and displays at the bottom of the 
screen | 
Type a two letter option code 


As you look at your screen you will notice that all of the printer options listed have default values, 
which are listed next to the option. For example, the Left Margin is 0.0 inches until you change it. 
You can change as many of the printer options as you want. 

You would like your report to be double-spaced, so type: 


DS selects Double Space option 


RETURN changes the default, and double spaces the report 
You will see in the middle of your screen that the last formatting option is now DS, Double Spacing. 


You don't need to change any more printer options, so press: 


E returns you to REPORT FORMAT 
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| SAVING 


Before saving your data base file, check to see . that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 


Hold down and press: 


ó [s] saves the file, and saves all the eae you have done for both the 
` .. file and your printer. 


After your file is saved, you will be returned to REVIEW/ADD/CHANGE. 

To print your report, 

Hold down and press: 

G [P] starts REPORT MENU command and displays a list of options 
Place your cursor on the fourth option, Duplicate an existing format, T press: 
displays Which do you want to duplicate? 

Place your cursor on Auto Inventory and press: 


| displays Type a name for the report 


Although the report is already displayed on your screen, you MUST type it in again. 


Hold down and press: 

d [E] | turns on over-type function 

Type 

Auto Inventory report name | 

d [E] turns off over-type function 

starts REPORT FORMAT command 
& [P] | starts PRINT command and displays 


. Where do you want to print the report? 


Leave your cursor on the first option and press: 


| displays Type report date or press Return: 
|  . displays How many copies? 1 
prints the report | 


Your printout should look like either Figure 2-A or Figure 2-B, depending on whether you chose to 
print out all your records (Figure 2-B) or only the Chevy selections (Figure 2-A). 
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USING APPLEWORKS’ HELP OPTION 


To return to your working screen, 

Hold down and press: 

d [Ql ! displays Desktop Index 

Place or leave your cursor on Auto Inventory. 

returns you to REVIEW/ADD/CHANGE 
To see a list of Appleworks’ commands, 

Hold down and press: 


d [?]  (Donotuse displays list of AppleWorks commands 
the Shift Key) 


Use your cursor keys to move down the list and see all of the commands. 


[ESC] | returns you to your working screen 


The Power Of: AppleWorks 


2 


217 


ë 


* 


* 
n 
! 
` 
. i 
i te i2 
ea 
" = EE] ie E 
' 
. E ee 
* ~ * B 5 
' 
a ^ 3 
: n 
E , 
V , 
: E 
3 E 
. 
PAE . 
E: ; 
’ 
` 
-à 
1 
t 3 
* 
' 
' 


AppleWorks | 


Ww 


* 


^ 


t 


” 


li 


M 


b. 


te 


p 


(o 
C RE EVE 


IAS 


In this chapter, you will select an address from your Data-Base file, and format the address so that it 
will be printed out in label style, by rearranging categories, deleting spaces, and left justifying. 


Then you will copy the label onto AppleWorks’ Clipboard. You will load a Word Processor 
document onto your screen, and then copy the label from the Clipboard onto the Word Processor 
document. You will then save and print your document. ^ 


OPERATIONS PERFORMED 


Loading the Mail List | 


Selecting the Label to be Copied 
Formatting for Labels 

Rearranging Categories 

Deleting Spaces 

Left Justifying 

Saving 

Copying the Label onto the Clipboard 
Loading the Word Processor Document 
Copying the Label onto the Document 
Saving 


Printing 
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FUNCTIONS | | | | =; 


.& [a] displays Desktop Index | 
é L=_] right cursor key, moves category 
á it up cursor key, moves category E 
ó [c] | starts COPY TEXT command 
& [D] starts DELETE TEXT command 
& [P] starts REPORT MENU command 
d [P] d D deletes the line 
d& PI ó J justifies | 
d [P] OF starts PRINT command 
© [R] , starts SELECT RECORDS command 
ó [S] saves file 


LOADING THE MAIL LIST 


After loading AppleWorks, you will be in the Main Menu and the first option, Add files to the 
Desktop, will be highlighted. 


NOTE 


First you must make sure that you have previously created a 
Word Processor document and saved it onto a disk. You cannot 


proceed with this chapter until you have done this. | 


Place the diskette containing your saved Data Base reports into Drive 2. 


Press: 


RETURN displays Add files Menu and highlights the first option 


If the first option is: The current disk: Drive 1, move your cursor to the second option, A 
different disk, and press: 


RETURN places you in Change Current Disk and highlights the first option, 
Drive 1 


Move your cursor to the second option, Drive 2, and press: . 


places you in the Add files Menu and highlights the first option, 
The current disk: Drive2 - | 

displays AppleWorks files 

Place your cursor on Mail List and press: 

loads the report, Mail List, onto your screen 
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If the first Bonon is: The current disk: Drive 2, press: l 
displays AppleWorks files . 

| Place your cursor on Mail List and press: 

loads the report, Mail List, onto your screen | 
SELECTING THE LABEL TO BE COPIED - 


Since you will be copying only one company name, contact name and address onto a Word 
Processor document (letter), the Selection you choose to print out cannot be All. 


To change the Selection from All of the labels to a particular label, - 
Hold down and press: | 
d& [R] starts SELECT RECORDS command and displays your category names 
You want the first label, Fiero Furniture, to be copied onto the Word Processor document. 
To select the record containing the company name, Fiero; 
Leave your cursor on the first category, Company, and dues 
xdisplava list of options 
NOTE 


The list of options will vary according to which category you 


choose. | 


. Place your cursor on the seventh option, contains, and press: 


displays at the bottom of your screen 
Type comparison information: 


You will be copying the first label, Fiero Furniture, to the Word Processor document. So type: 


Fiero comparison information 
RETURN accepts information and displays options 


You have completed your selection and do not wish to choose another option, so press: 


ESC displays the record you have selected 


FORMATTING FOR LABELS - 


When the Fiero label is inserted (copied) into the Word Processor document, you will want it to 
appear in label format when it is printed out. 


To format the label, 
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Hold down and press: | 
é IP] starts REPORT MENU and displays a list of options 


Place your cursor on the third option, Create a new “labels” format, and press: 


mE TP displays Type a name for the report 
Fiero Label name of report 


Note: You may type any name of your choice 


[RETURN] — ' starts REPORT FORMAT command 


Now you may proceed with the next paragraph, Rearranging Categories. 


REARRANGING CATEGORIES 


You need to arrange your categories in the way you want them to print out on your Word Processor 
document. 


The First Name and the Last Name should be on the same line. To accomplish this, 


. Place your cursor on the L in Last Name. 


Hold down arid press: 
á | right cursor key, moves the category one character to the right 


Continue to hold down and press the ($ [ =] until you have moved the Last Name two spaces 
past the First Name category. 


Hold down and press: 

dá 1j ^ up cursor key, moves the category up one line 

The State and Zip categories need to be moved up with the City category. 

Place your cursor on the S in State. 

Hold down and press: 

d L— ] right cursor key, moves the cagegory one character to the right 


Continue to hold down and press the (á C=] until you have moved the State category over two 
spaces past the City category. 


Hold down and press: 
CG itl up cursor kẹy, moves the category up one line 
Place your cursor on the Z in Zip. 


Hold down and press: 


G =] right cursor key, moves the category one character to the right 
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Continue to hold down and press the É [ — until you have moved the Zip category two spaces 
past the State category. | 


Hold down and press: 
G It up cursor key, moves the category up one line 
á it up cursor key, moves the category up another line 


DELETING SPACES 


While you are in the REPORT FORMAT,, you will delete some unnecessary blank lines. 
Place your cursor on the blank line above Address... 

Hold down and press: 

& [D] deletes the blank line 


Place your cursor on the first blank line below City State Zip. 


Hold down and press: 
& [D] deletes the blank line 


& [D] deletes another blank line 
LEFT JUSTIFYING | 


Because of the lines where you have combined categories, First Name Last Name, and City State 
Zip, you need to left-justify. 


If you do not left justify, there will be wide spaces between names, and between your city, state, and 
zip codes. | | 


Remain in REPORT FORMAT. 

Place your cursor on the L in Last Name. 

Hold down and press: 

& i inserts a « which signifies left justify 
Place your cursor on the S in State. 

Hold down and press: 

& J inserts a « which signifies left justify 


Place your cursor on the Z in Zip. 
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Hold down and press: 
dá | inserts a « which signifies left justify 
NOTE 


Don't worry if you do not see some of the letters in the category | 
names. All the information will be visible on your printout. 


| SAVING 


Now that you have set up your label, you may want to save the format so that if you want to print 
any more labels onto a Word Processor document, you can simply Duplicate an existing format. 


You should have the formatted data diskette in Drive 2, with the other files you have saved on it. 
Hold down and press: 

& Is] saves the file and returns you to REVIEW/ADD/CHANGE 
‘COPYING THE LABEL ONTO THE CLIPBOARD 


You are ready to copy the label onto AppleWorks Clipboard, so that later you will be able to insert 
it into a Word Processor document. 


Hold down and press: 


d [P] starts REPORT MENU command and displays a list of options 


. Place your cursor on the fourth option, Duplicate an existing format, and press: | 


displays Which do you want to duplicate? 
Place your cursor on Fiero label, and press: 

Ded E displays T ype a name for the report 

You MUST type the name in again. To do this, 


Hold down and press: 


& [E] turns on the overtype function 
Type 

Fiero Label | name of report 

d [E] turns off the overtype function 
Starts REPORT FORMAT command 
Hold down and press: 


G IP] starts PRINT command and displays 
| Where do you want to print the report? 
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Place your cursor on the fifth option, The clipboard (for the Word Processor), and press: 


[RETURN] moves the label to the clipboard and displays Type report date or press 
Return: | 

displays a message assuring you that the label has now been copied 
onto AppleWorks Clipboard, and can be moved or copied onto a Word 
Processor document 

| | returns you to REPORT FORMAT 


LOADING THE WORD PROCESSOR DOCUMENT E 


Now that the label has been copied to ‘the Clipboard, you can load in the Word Processor 
document. 


Place your diskette containing the Word Processor document into Drive 2. 
Hold down and press: 
d [Q] displays Desktop Index 


Since there are no Word Processor documents on the desktop, press: 


[ESC] places you in the Main Menu and highlights the first option, 
Add files to the Desktop 

displays Add files Menu and TE the first option, 
The current disk: Drive 2 

displays your Word Processor files 


Place your cursor on the Word Processor document you previously created for this procedure, and 


[RETURN] | loads your Word Processo document onto your screen 
COPYING THE LABEL ONTO THE DOCUMENT 


You would like the address to appear above the document, so place your cursor on the first 
character of the first line of your document and press: 


RETURN] | RETURN inserts two spaces 


Place your cursor on the first blank line on your screen, Line 1. 


Hold down and press: 

& [cl stars COPY TEXT command and highlights the first option, Within 
document 

[F] selects From clipboard (paste) option and copies the label onto your 


. document at the place where your cursor was located 
Note: No matter where you place your cursor, the information that is 
copied onto the document will always be left-justified 
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To delete the unnecessary words above the address, 

Leave your cursor on Line 1. 

Hold down and press: 

d [D] starts DELETE TEXT command 


Press the down cursor key until the File name, Report name, and Selection information are 
highlighted. Press: 


2m deletes the highlighted area 


To delete the phone number, place your cursor on Line 6, 


Hold down and press: 


d [D] move your cursor to highlight the entire phone number 
deletes the highlighted area | 


SAVING 


. Tosave the document, 


Hold down and press; 


á [s saves the file 


PRINTING 


To print the document, 


Hold down and press: | 
d [P] starts PRINT MENU command and displays Print from? 


Leave your cursor on the first option, Beginning, and press: 


displays Where do you want to print the file? 
displays How many copies? 1 
prints the document 
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(to the power of).................... — ——Í— ETa OET PIPA OTIA ....... 106,139 
COMMANDS r2 | | 
& [A] starts ARRANGE (sort) command................. eese eee eene etn nnn eee ennn nets ee tenss en nnns 90 
6 starts BLANK command............cccsssccesesscccesseeseneeces E E Rm 145,163 
d [C] starts COPY command 
copying within the uq eu rd ESS 84,87, 88, 102,107 
copying to the CUPDOAIG osceni danrin OE asa S ea aaoi aED 172 
prints entire contents of SCreen.........ssssessssssssesos (SR CERRO TE Faktas ———————Ó 92,98 
d^ [J] moves cursor from one Window to another.....................«. T: CONUM CC 91 
GIK. - xecalculates Worksheet scar. ose Ho Eres th Oreste ol Rb cR ener deny Moncasoussavexe 144,147 
á starts LAYOUT command | ECT : 2m ee. 
formatting in dollars and cents... edes co ie Ey o etn e EX Ey EYE R Nel Vi Tee d ael T pé KU Ea ERR US rerestore 89299, 122 
formatting in percentage... cease ee cus ae euo aee ee khen ye eva ved Ye VU sa VPE Us V mE Peur i ivE S VUE E OHÉ 86,95,106,107 
formatting for two decimal places..................... eene ———————— —Ó——— 139 
setting column WIdth zac eo a EER Re eese x ek hr e IN eo ERES UPS TR —— . 83,119,134 
eol apt ARD Gaceev ans ascesoteuoors NE . 83,102,118 
C3 [P] starts PRINT command................ eee nnne —— M (——— M OF 
á [Q] displays Desktop Index................... eene ———————" 172 
$6 starts TITLES command ——————PMÓ 92 
removing à Dixed title... a NAA EE —— ETET amd E 93 
G [Ul stans EDIT command soesoenan te nr epe scitis d etian a kw reb rade 125,126,127 
C [W] starts WINDOW command.............eeeeeeeee eene nene ER HR NT US 91 
CLOSING A WINKOW e ———————— P aa 92 
á deletes to end of Une P T 98 
dá al moves cursor to top of worksheet............. esee ee eee eee ae etras eene tse eo saberes betae sé ee etas esee rae 93,142 
ó [9] moves cursor to bottom of worksheet..........scesscsssessceseees ——— ————ÓÁ 142 
SPECIAL OPERATIONS PERFORMED | | 
Accessing a Word Processor DoCument..............cccccssccccecsecccccscesereess ———Á—————— M hd | 
Accessing a different disk drive. uiii ausis ear er EXE ERR FX HR E UYA VOS EA P Re ERE SEN ERR SNE EE PE EEA toe adeps 94 
Desktop explanation........sssescsssessesssssososososssee O—————————————————— 1 
Entering dashed and double-dashed lines...................... 1 cecinere eene eee eene nnne nen —— M 119 
Loading the Sample Diskette... iere vetera pe tasa rb oa oa PRSE NANR TIR XS ERR NN AEQ WARNER Y YEAR E SER EE NN TY SY a bene uUa ee Ee Dur haue V aka Ida repe 80 
Using the cursor key method (the pointer method) to enter a formula................... eese eene eee enne eee eee. DB 
Printing 
NnnDADEDldonic——————————MM M 96 
IgA ESL n  —"————————————————— 97 
Printing a portion of a spreadsheet............ eee LOVE VERTES C(———————— TR 97 
Saving a file for the first time............... p A (suspi edi Nos Caio debi QU NEU d Pub E exi Us 93 
Saving under a different namie c... oo oos Con are eina o Ove e xe dA Ur eva Ner oA AXIS A EET aas Obaa s UV TE NET VE ERE 95 
Starting a worksheet ‘‘from Scratch"... .Lsu Lee eeeese esee eene nennen nennen eene ne eennn nnnm ennt nnn ee nnn teen nnn nne TRU 81 


Note: Some of the above Functions and Commands appear in more pages than listed in this index. 


The Power Of: AppleWorks 


229 


230 


DATABASE INDEX 


OPERATIONS PERFORMED 
A E qM UT 
Accessing i DT | > o» : | 
accessing word processor document: —— y CEE E cesi ene ——— E imei 219 
Arranging categories : TD | 
| in Report Format........... ———————— € —— ——Á— EAEE MNT TTE 189 
: Arranging records................ eee eee eee eene ——— ————— —————— 208 
| in Report Format...... "— PEAREN M EIN ops o ACCU uae US dus Na See dU see Comet OD Ue DP E E dT T cu RE 191 
C è . D E E : E 
Calculated categories...... mn m eieiei ————— 211 
Change Name/Category................... eee —" pp rr EE 201 
changing a category name...........eeeeeee esee eene nnno t heros t etse tentes rmn À 
deleting a Category cookie esu eere up Eae ESO PUE A ENS RENE so du Suen SL E Gel seca E 0L d1o s Lea LU Sue Mod URN 202 
inserting a category. ............ "———— 9 "orn e RET my, LpÀ 
Change Record Layout.............. "———————— Á————— A —— M m 204 
changing category widths | | 
multiple record layout................ e ecce eee eee ee nenne ""—————————— 205 
deleting a category ss . 
multiple record layout......... Serer: "E TOP A os ea E 205 
inserting a category | ; 
multiple record layout, which you previoüsly deleted.......................... cce ous iS ix TONO. 205 
switching category position mE | | 
multiple record layout........................... ORIENT NEC ERES equ PAPER ES MER .. 204 
single record layout............ DE svi que id his vies ECT Re ESSE vM TRIN 206 
Changing a category name..............-eeceee eee eee ee eee eene enero ne —————ÁÁ—Á€— steed 201 
Changing a character...... EUR RT A PE E "P E E S E cede dbus 183 
Changing category widths | 
in Change Record Layout g e z 2 : 
multiple record layout scisso siennes aer estut cor pie dae eEeus oC ees NN RIA QU beue vas Lon Pers pa EP EN. 205 
for Tables......... de CES ———ÁÓ— —— —— ———————— —— 210 
Changing file. structúr ooa c vce eee coo vaso daa vrbe sue ANNONE viv Ce Tue gies RP D sube ay ev e d EL cl LL LED UE I snes 201 
changing a category name.:............... (PO pee 201 
deleting a category................ eene — á— P————— ——À 202 
inserting a category................ PE PEE S dU Tura VM deed — S ve SEE RENNES LP, 
Clipboard, cut and paste...................... —— — E ———— ———————— 224 
Copying I6COLdS.. i eee coto e Ee ose a Ea nep eo eM OPERE ln€———————— HÓ— ÓÓ— ve. 201 
Cursor directional keys » mE S0 W^ wx 
S O PEPEE E e o BI COP d hte M E eue ead Ud rm RT 180 
D 
Defaults 
jeg —Ó—————————— € ——Á—— — 215 
Deleting | 
deleting Characters...cs.ccccccccsececeees ous —— —— — ——— € — — 184 
deleting to the end of a line..............................-. T NT 185 
. deleting a blank line........................:........-. ——— ——— Q "T 190 
deleting categories _ l a | | 
in Change Name/Category.......ccccsccsssscccsssccvscssccssecvcescsscescscscccccccescs ENIA etis EON Lind: 202 
in Change Record Layout _ e e 
multiple record layout.......... VEN quss eldsid edet Vea NeE — n ———— HÀ C s. 205 
A Report Format ios oi ero ror osi ERR ERI Vea Eee uo Gon a aEFes e Nerd Vin Veg uo RUE Nel ePdei e aariaa 190 
deleting records | | 
in Single ————————————— ER E 186 
in multiple record layout... oooaiesodo Cone sa Qu ero exo Io EE TRE EON PIRE ardada EVE gud ea a OU VIR drag a adUE 186 - 
. deleting spaces D d 
| in Report Format..................eeeeeee esee ITEE PERLE 190 
Desktop au | | 
explanation of...... ——— 9€ rp————— — IA ———— E A N eee 1 
Ipod rond. eR T rper 193 
DittOllig. ii co (roe aee DASS EODEASO Pra san PTT Mc CIO FED CENE 201 
POUDIE SPACING sche? erica e Eses aera pace iei sitet ——  Á———— —— 215 


(continued on next page) 


The Power Of: AppleWorks 


F 


Finding records........................ PEETER COH PEDE —— Á—— —— Á—— P — m Rn n 
Formatting | re oe pi a rr | T MEE | 
for: Eabels: 52e WELT ne iba MM SIE CORN PO NERONE RR NITE 188 
arranging records.. —————— OPER eaquse iD IR E ge RICO PA n KL Dd MOD UEM PETT 191 
deleting categories....... "Coo CES AA 190 
deleting SPACES e m————————— we S 190 
inserting categories............... —————— Pn E AE pe ce EER kasis 190 
inserting. SPACES cose eae eee E EENES aia PAM MR pod <.: 190 
left Justifying ————— E E A A IOA EE AE AU 191 
rearranging categories EAS nen PE V sd oven ... 189 
i, . PROPS TADICS Sero c-r" PR — E E E ——Ü ... 209 
| deleting categories................... eene cm —————— tees ——— — EREE t 
changing column Width...........ccccccccesccsccccsccscecceeseccedecccscees PRE IAI prese PEIE E E sc0r 2 TO 
calculated categories...............................-. E EEE ANIIS TS 211 
priiter OPLiONS ocn nE O O E A EAA e 215 
printing out specified records.............................. —— (CE —-—— —— 213 
right justifying............ mec TH TS E HN 212 
Help option..................... Ma ess Master ves Eo ease ds RR —— E E dianu E AD E because T 217 
I 
Inserting 
inserting categories ' m. | 
n Change Name/Category..............eeeeeee esie eee eren nennen nennen EE ENA P oi QUE 202 
inserting categories : | 
in Change Record Layout, which you previously deleted... scans —————I—— n 205 
In Report Formal seinere nas ees ck EUER EREA nu i Iveco OI CNN NI SPEM TE TREE 190 
inserting characters................... Cr TM RE —Ó sigs sc ae RUN: ESSE BATEA 184 
inserting records................:..eeeeeee eee enn NEN NOTUM Mta NOE CE UMS S rere 187 
inserting spaces JE 2E IE : P 
‘in Report Format............cscccsssseccsees TE — PERIE uote AIE TEE IE E EN ere 190 
J | 
Justifying | > a Paa | DES ro 
JE. TEN "———Á— MP (——— ET TOR 191 
lir, AEE EE N E ETE A E P Á——————M c —— € 212 
Labels, formatting for........ avevo Us —— —— ess PEU RIEN E ERU 188 
Left JUStIf V: oco ruat ek veas basses: SLOPE PEE TEk EE TES PATTE PE OAR aaia Il 
Loading | Um T | T" og en 2 | m 
loading ADDIeWOEKS 55 o Rodeo cob vg ava dAee se PEVRV EY vUa E AENEA EN EN CE ds une ES ENIS OE M NOU TRE TR ER GIA EV CMS XLI Ee 177 
loading the sample diskette............... mU EENE iss tesis —————— T IEEE E A 
M 
Multiple record layout MIS 181 
O c : 
Over-type fUNctiONn..........ccscccsscecscvevscevcees €— —— T ——————— — E E NOT 
Printer defaults............................. RS T — M— M MÀ —————————— — n" Sus: A e 
Printer OpLHOIIS. sei eteva aeuo eed e eae pavo een caer Er easier dE — € TOS AREIS € —— TE E 215 
Printing......... — Á——— Ó— ———Á———— Á— ——M—à E teda iusta 199 
Printing out specified records......... —————— — (——— T TE uisque: ETE E HTC PE TREES 213 
R 
Rearranging categories | T | | 
in Report Format........... foes E E E I eens ET E E EE OPREA OE 189 
Record Layout | oo dE 
—-———— TP" RE ees ae als E cues Mee tie ONO ramen UR UNE REN UNUM EM d "T 181 
sin ngle |———————— —————————————— P T———— EENEN osses ; 181 
Record Selection rules... ooi w———————Á——— (— "— "——( eere M RO 20) 
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Report Format....... —— —M————— ms aat E P 188 
„arranging records. END En 191 
deleting categories.......... ———— Á—— c —— —— — ———— P (€ AT 190 
deleting SPACES ac NO CT ————————— 190 
inserting CT ———Ó— ex uten eod E E EUIS Hoo OT 190 
tran Erro Me C Naa EEE aS EEE E yas sasedes aaatu se S TRA 190 | 
left justifying................ Pon c PEE PET 191 
 rearranging categories................eeeeeeee- poe c — ——————————À ashes 189 
Right justify. M VISAS cC erc 212 
SCATTER U—————————————ee 192 
Scrolling. ———————»———————————O 181 
Setn Up: YOU PIUNLOR T TI TT ILE SET 192. 
Single record layout.................... eee eere poe TET 181 
Specified records, printing out................... usd eade pedea Deut eue ded etia e T D US ——— —— 213 
Standard values........cccccrssscccsccnvscscvcsscssocceees "rc 187 
Starting from scratch....................... E ase TIPO UM eine ——————————— m 178 
Switching category position 
in Change Record Layout 
multiple record layout.......... RS —Á————À——ÀQ 204 
sigle record LAVOUE sc iron so seria ora ue dei oo ao ca ota Cres etu OVIUM ene eo vedo vec HEN quur SEARE 206 
T 
RAO Key e buic esto cues suemnedae Morse IE bute Shun I Erb E oS d ec tates fot LM nene Ao tla pco E EU qase aote 182 
Tables, | formattiag for... ————— Á— —X ("—— "— ——— 209 
TYPING OVER TEXE sso vaasssseenencescseesssssatersuspawaduay ssi asesacedeWeessie cde lounss seaus O ESADE EN a APTES 183 
Z | | 
Zoom in and out....... ——— Á— M— ——— A EEA —— ——— Á— 181 


Note: Some of the above operations appear m more pages than listed in this index. 
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